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New and Improved 
Burroughs Supplies 


Now Available for All Makes 


of Business Machines 


Now the efficiency of your typewriters, 
adding machines, accounting machines—a// your 
business machines, whether Burroughs or not —can be 
improved by the unique qualities of Burroughs 
supplies. These aids to better machine performance 
were developed after intensive Burroughs research, 
to give you greater operator and machine 


productivity, more legible work, with greater economy. Mataiiess 


We invite you to test these new Burroughs products ire 2 Sorter on 
in your office, on your own machines. Judge for High-Volume, 
Quality Work. 


yourself how they can boost efficiency and save you 
money. Call your local Burroughs office, or write 
Burroughs Adding Machine Company, 

Service Division, Detroit 32, Michigan. 


Other Burroughs Supplies Include: 


Platen Restorer; Cushion Keytops; 
Protective Machine Hoods; Roll Paper, 
plain or carbonized; Journal Sheets; 
Hectograph Master Sets; Spirit Duplicator 
Fluid; Autographic Register Rolls; 
Base-of-Felt Machine Pads. These Supplies, too, from 


Your Burroughs Service Representative! Clean Copr} 


A New High Sta 
ard in Low-cost 


WHEREVER THERE’S BUSINESS THERE’S Carbon Pees 
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ty Work. 


efficiency, see the dealer who features 


LCA 


You can decrease personnel turnover, simplify office work-flow and in- 
crease employee morale through Steelcase office engineering. Your Steel- 
case dealer will show you how modern office furnishings, tailored to the 
job, will increase efficiency, speed the work of your entire office system. 
He will save you time, money and valuable space. Comfortable, con- 
venient Steelcase furnishings combine smart, modern appearance (a wide 
range of colors, new metallic finishes, matching upholstery and tops) 
_ Copy7 with the economy of standardized, interchangeable parts. Why not con- 
High Sie sult your Steelcase dealer today and see how economically you can have 
Low-cut a completely modernized office. 


one 
bbs 


Voy Look for Steelcase in the classified 
section of your telephone directory. 


STEELCASE 


For new ideas in office planning, write for ‘Tooling Up Your Office’’ 
METALS OFFICE FURNITURE COMPANY, Grand Rapid¥, Michigan 
May, 1952 OFFICE MANAGEMENT AND EQUIPMENT , 3 
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A TRULY FINE OFFICE 
DOES SOMETHING FOR A MAN! 


When you stop to consider that the majority of your The foregoing is not news to Macey-Fowler, for wel 


waking hours are spent in business activities, it’s just plain been engaged in creating fine executive offices for mJ 


common sense to have your surroundings as pleasantly con- 


years... and, for the finest and largest firms in the county 
ducive to work as possible. An office that’s smart, brisk and 


Right now, at our new showrooms, you can see typical 
trim in appearance, and efficiently laid out inspires con- 


fidence in visitors, and gives you great personal satisfaction. 


Have you ever considered this? 


set up in “model room” displays. Whether your tastes 


towards the modern or traditional, you can see and “bejy 


the office that can be yours. 


ey WHE? 


If you can’t visit in person, we'll be glad to send you our handsome illus- 
trated catalog and brochure of model offices. Address your request to— 


acevy lowler 


INCORPORATED 
-305 EAST 63rd STREET ~ rempteron s-s900 » NEW YORK 21 


Fine Executive Furniture in Both Wood and Steel 
OFFICE MANAGEMENT AND EQUIPMENT 
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~ Office 
anavement 


AND EQUIPMENT 


Office Methods, Equipment, Personnel, and Purchasing 
Sponsor oj the “Office of the Year” Awards 


Expert Training 
WHEN office people talk of training 
plans, they should keep in mind the 
very practical assistance they can get 
from the manufacturers and dealers 
in office equipment and supplies. 

The little picture on the top of this 
column shows just a few of the em- 
ployees of Milwaukee offices who at- 
tended an intensive course in filing 
given not long ago at the store of 
Northwestern Furniture Co. in that 
city. The event was planned cooper- 
atively by the company and the Globe- 
Wernicke Co., who supplied the lec- 
turer and the exhibits. 

Key people from a large number of 
dfices were on hand and much prac- 
tical presentation of filing methods 
was provided. 

It is possible these days either 
through one’s office equipment dealer 
o through the manufacturers of the 
products, to get expert advice quickly 
on the most efficient use of practically 
any item of equipment or supply. 
Their talks bring instruction books 
and manuals alive and impress upon 
the employees how to get the best out 
of the equipment they work with. 


Member of Audit 
Bureau of Circulations 


Member of 
Associated Business Publications 


Volume XIII MAY, 1952 No. 5 
In this issue 

About the Indispensable Secretary ................ 21 

A Master Plan for a Systems Organization .......... 22 
By J. W. Haslett 

NOMA’s First West Coast Meeting ................ 24 

Sinclair Writes a Successful Prescription ........... 27 
By H. K. Darby 

pS PERT CT eT Tae ei ee 31 

Professional Status for Secretaries?................ 32 
Dr. Irene Place 

Music in the Air—New Style..................... 34 
By Robert F. Finegan 

Equipment Round-Up: Tools of the Office Series... . . 47 


This month: Floor coverings, mailroom machines and 
equipment, and addressing machines. 


w 


Published monthly by 
ANDREW GEYER, INC. 
212 Fifth Avenue, New York 10 


Murray Hill 9-4411 
Established 1877 


M. A. Geyer, President; Donald McAllister, 
Vice-President and General Manager; Thomas V. 
y, Editor; Hugh Ward, Advertising Direc- 
tor; John M. Smythe, Midwest Manager; Kim- 
ball Darby, Robert F. Finegan, Alvin M. Hattal, 
James Miller, Walter Kleinschrod, Associate 
tors. 

Advertising Staff, New York: James E. Neary, 
J., Eastern Manager; Fred Steinhilber, Charles 
B. Rosengren, William H. Hasbrouck, Jr. Cir- 
culation: M. T. Weeks, Manager. Production 
Department: James V. Quirk, Manager; Milton 
Sharon, Assistant Manager. Art Director: Jos- 
wh Hochfeld. 


Branch Offices 


Boston 16, 471 Statler Bldg. (Liberty 2-9677), 
Meade & Co., E. P. Meade, Mgr., A. C. Kretach- 
mar; Chicago 1, 228 North LaSalle St. (State 
2-2911), John M. Smythe, Tom Bulger, William 
Murray; Los Angeles 5, 2506 W. 8th St. (Dun- 
kirk 7614), Chris Dunkle & Associates; Edito- 
rial Representative: J. Richard Iander; San 
Francisco -5, 681 Market St. (Douglas 2-2597), 
Alexander Rattray; Dallas 4, 2909 Maple Ave. 
(Randolph 3833), Joe Sanders. 


Subscription: $2 a year in United States and 
in possessions, Canada, Centra] and South Ames- 
ica. Other countries $4 a year. Single — 
25e. Copyright 1952 by Andrew Geyer, Ine.; 
all rights reserved. Also publisher of<Ceyer’s 
Topics, Who Makes It and Where, The Gift 
and Art Buyer, and Sports Age. 


Please give 60 days’ notification of any change 
of your address. 
Entered as second elass matter 20, 


1946, at Post Office, New York, the Act 
of March 3, 1879. 


“a 


% 


i y a. |  Aaellial- =— Tie honk Te Aces - Bik 12H es 2 : € Hee ; uv ; po 
i : 3 , . 
| | ‘y . ay a fe: 
4 mg eee NS a 
— ¢ a ae 3 
+ : i . r 3 z 
i >. ! 
‘or we oa ’ “ = a nid . , 
} for . 5. age x v4 ’ : 
. , a Fi i : a: " 
«| | 
id 'be i 
| 
| 
7 . 
rn 
| 
| ee a 
: 
a 
' 7 oN 
‘a 
qi) 3 
tL | 
: F 
| 3 
152 
ie 2 ae ae ae se " : ' 


You are tied up by paperwork if... 

1. your invoicing is slow 

2. your statements are late 

3. your accounting department is 

on overtime 

4. your productionand sales reports 

are delayed. 

You usually can solve any of these 
problems and save money by speed- 
ing up paperwork with the Bruning 
COPYFLEX process. 

COPYFLEX usually is the most eco- 
nomical way to make 1to100 copies... 
averages only 2¢ per sq ft for all costs! 
No high-priced operator is needed; 
anyone can make copies with a 
5-minute explanation. 

You merely insert the original into 


Dep?. T3° 


-—------ 
7 
3 


(ican dkis pen sasdaeeeeermenans cone PUTS seaside daanemedenn 
aid) bs Dia damka etek tbe aes’ t eda nanhe sen maeseeeae bith 
"COPYFLEX “50” is easy iA eRe Dra OR, ee Ces Meer 
ei er Sa imal at cae anal 
volume of paperwork fast. Tc chen tbbkadabseneeseeni cakinee eee SMD. 60006 cesses | 
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Are you tied up by paperwork? 


the COPYFLEX machine and in seconds 
you get an exact, ready-to-use, error 
and smudgeproof copy up to 42 
inches wide. . 

No masters or stencils are needed 
... no inks to soil hands... no nega- 
tives, tray developing, or darkroom to 
fuss with... no fumes to inhale, no 
special room lighting. 

Get complete details on the count- 
less ways to streamline paperwork 
with COPYFLEX. Mail the coupon. 


(BRUNING ) 


Specialists in copying since 1897 


——~—=—— = CHARLES BRUNING CO., INC, = == —— —— 4 


Teterboro, New Jersey | 
(C0 Send me free booklet on COPYFLEX process and equipment. 
(C0 Show me COPYFLEX in action (no obligation). 


KODAK DEVELOPING NEW Sys. 
TEM FOR DOCUMENT COPYing 


An experimental photographic system 
for making quick, inexpensive copig 
of documents in less than a minute 
was described recently by Dr. Cyrij ). 
Staud, director of Kodak Researg 
Laboratories. 

Speaking before a meeting of the 
Rochester Technical Section of the 
Photographic Society of America, the 
Eastman Kodak Co. executive pre. 
dicted that the new method may even. 
tually have wide application in business 
offices and other areas where a simple, 
speedy means of making a small num. 
ber of accurate copies of an original 
document is desired. 

The experimental system was de 
vised at Kodak Research Laboratories 
under the direction of Dr. Henry ¢ 
Yutzy, superintendent of the emulsion 
research division, and Edward (¢ 
Yackel, a senior research associate in 
that division. 

Doctor Staud emphasized that the 
system is still in the research develop- 
ment stage. As’ much as a year of 
testing and development work may 
still be necessary before it can be 
made available to the public, he said. 

The PSA group watched a demon- 
stration in which three copies of a 
letter were made in just 90 seconds. 
All necessary equipment for the opera 
tion was contained in a small, com- 
pact unit slightly larger than a stand- 
ard typewriter. The demonstration 
was carried out under average room- 
lighting conditions. 


19rH CENTURY DISCOVERY 


Dr. Staud said the system resulted 
from an invention based on a well- 
known phenomenon discovered by a 
British photo scientist in 1879. Work 
on the invention was begun a few 
years ago. 

The method involves use of paper, 
called a matrix, coated with a special 
photographic emulsion. The emulsion, 
although light sensitive, is slow enough 
so that it is not affected by ordinary 
room lighting during handling. When 
exposed with a document to a bright 
light source and placed in a special 
activating solution, a master image is 
quickly formed. This image is com- 
posed of soft photogelatin containing 
a dark dye. 

When this master image is placed 
in contact with a sheet of plain white 
paper, a very thin layer of the dyed 
gelatin is transferred to the print 
paper. This positive copy of the orig- 
inal document is then ready for use. 

The procedure, as demonstrated, is 
roughly’ this: 


1. The document—for example, a 
letter, drawing, or page of manuscript 
—of the 8% x 11 inch standard size 
used in most.,offices is placed in .face- 
to-face contaet. with a sheet of matrix 
paper coated with the special ernulsion. 

2. The sandwich is thn exposed 
through the back of the matrix paper 
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KNOLL OFFICE PLANNED FURNITURE... ao new comprehensive collection of desks, tables, cabinets 


and molded chairs, designed to provide maximum flexi- 
bility in the planning of contemporary office interiors. 
Ilustrating the admirable versatility of this new line 
is the Knoll Executive Desk. A basic structural unit of 
metal frame and wood top, it converts into a series of 
co-ordinated desks with varying drawer arrangements for 
individual needs. Finished in plasticized, burn-proof, 
stain-proof walnut or birch; metal base is satin black. 
Wide range of sizes permits most efficient ‘utilization of 


available square footage. Full information on request. 


f 
) 
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KNOLL ASSOCIATES, INC., 575 MADISON AVENUE, NEW YORK 22, N. Y. 
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Federal Specializes 
im COMPLEX 


including 


Federal designs and prints forms to 
solve your business problems. 


We specialize in complicated carbon- 


interleaved sets of all sizes and 
combinations of sizes. And because 
we use only the fastest, most modern 
machines available, you can depend 
on us for finer precision-printing — 
and prompt delivery. Federal prices 
are attractive. Why not have us 
quote on your next job? 


Business Forms” 


FREE FORMS FOLDER Federal Business Products, Inc. 


90 Gold Street, New York 38° 
Send me your free illustrated folder, “Short Cuts in 


CITY. 


a 


KEvERAL 


PRINTERS OF BUSINESS 


Business Powers, se. 90 GOLD ST. . NEW YORK 38 * CO 7-8850 
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for about 15 seconds in a light bor j 
the upper section of the copying uni! 
(This is known as the reflex copyin 
method.) 

3. The exposed matrix is then jg) 
serted into the activating Solutiog 
through a slot in the front of the uni 
Processing time is about 20 seconds. 

4. A sheet of plain white paper 
inserted in another slot and bo 
papers are pulled from the unit 
gether. As they are removed a yj 
of rollers bring them into close ¢oq 
tact. 

5. The pages are separated immedi 
ately. The resulting copy contains 
positive image of high permanenge q 
the original document. 

6. To make duplicate copies, # 
matrix is returned to the activating 
solution, a new sheet of print paperg 
inserted in the unit, and the pair aga 
removed and separated in the sama 
manner. 

Dr. Staud cited several advantag 
of the experimental system. It pm 
duces a positive image; multiple all ' 
on ordinary paper are possible from 
one piece of photographic material 
the system is inexpensive, quick, anf 
simple to operate; and the handling 
properties of the reproduction are th 
same as those of ordinary paper. 

He noted that because the reproduc 
tions do not come into contact wit 
the activating solution, they are vir 
tually dry and ready for immediat 
use. They do not require treatmen| 
for removal of chemicals as do re 
productions made by _ convention 
photographic techniques. In addition! 
only a single solution is required, 
the entire unit is compact and self 
contained. 


INDEX OF CURRENT PURCHAS. 
ING POWER FOR GAUGING 
INCOME 


An index reflecting current pur 
chasing power should be used in 
measuring income, Samuel J. Broa 
of New York declared in the March 
Journal of Accountancy. 

Mr. Broad, former president of the 
American Institute of Accountants, 
national professional CPA _ society, 
wrote that under inflationary condi 
tions the historical dollar does no 
give a clear picture of profits. 

“Variations in the purchasing 
power of the dollar,” he observed, “cat 
no longer be ignored.” : 

He noted, however, that “income ! 
defined differently in different fields 
and for different purposes” and 
stressed that the historical dollar ® 
still useful “for many of the purposts 
for which income determinations att 
commonly used.” 

But Mr. Broad pointed out that the 
present dollar system of measuring I 
come is riddled with inequities. 

He cited the plight of a regulated] 
public utility where the return 
facilities used, which is paid in currett 
dollars, is based on the investmetl 
measured in prior years’ dollars. 


(To page 11) 
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dollar is typists turn out beautiful work on IBM Electrics. 


» purposes P ‘ 
tious They’re such easy typewriters to use. 


IBM, Dept. MG-3 
590 Madison Avenue, New York 22, N. Y. 


oO Please send illustrated folders on 
IBM Electric Typewriters. 


«thane Every job gets done faster, almost without effort . - - 

suring it- each is uniformly clear, distinctive, impressive. IBM 

ies. . . . “1° . 
regulated Electric typing is strikingly different. 


return of ° ° . . ous 
= call No other typewriter is so saving of your typists’ time 
investmett and energy—and your company’s money. 
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This is no way to treat a chair but 
no harm done=it’s a Sturgis! 


It would take a lot of sitting to punish a Sturgis executive chair the way we do with 

these weight dropping tests. As a matter of fact, a 300-pound bag of sand dropped on the 

seat is just one of the severe shocks Sturgis chairs undergo to test compliance with 

General Services Administration Specifications. 

In this test the Specifications permit 1/8” permanent frame distortion but 

actually no measurable change in seat or frame of Sturgis chairs occurs. 
Another example, of course, of the way reserve strength and 
You can’t see all 

the quality that’s 
engineered into 

Sturgis chairs. 


powers of resistance are deliberately engineered into 


Sturgis chairs to make them perform beyond the call of duty. 


Sturgis chairs are engineered for keeps. 
You can’t see all the quality engineered 

into a Sturgis chair but it’s there in full 
measure—and because it’s there a Sturgis 
chair is a long term investment in office 
comfort and efficiency. Today the finest 
executive, secretarial, clerical, guest and 
institutional metal chairs are being 
produced by The Sturgis Posture 
Chair Company, Sturgis, Michigan. 
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Visit us at Booths Nos. 1005 and 1007 N.O.M.A. 
Annual Office Machinery and Equipment 
Exposition May 19-22, San Francisco, California. 
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“One of the most important prob- 
jms born of inflation,” he wrote, “is 
whether depreciation allowances based 
on cost in dollars of higher purchas- 
ing power represent a sufficient charge 
against earnings if they do not provide 
for maintenance of productive facilities 
equivalent to those presently in use.” 

Yet another example of unjust in- 
come determination, he reported, is 
seen when business “profits” which 
are primarily the result of increases 
in the price of goods or property— | 
which will have to be replaced at 
higher prices—are taxed as ordinary 
income. 

“The best measurement of economic 
gain or loss,” he declared, “is reflected 
by the differential above or below 
cost measured by reference to a gen- 
eral purchasing power index.” 

He noted that the best index cur- 
rently available is the Consumers 
Price Index compiled by the Bureau 
of Labor Statistics, which has been 
called by a congressional committee 
“the most important single statistic 
issued by the government.” 

Mr. Broad did not advocate an im- 
mediate change-over to the index sys- 
tem, but stressed that the proposal is 
not “an abstract theoretical concept 
but something of major practical im- 
portance.” 

“It is hoped,” he concluded, “that 
the management of some _ forward- 
looking companies will act as a van- 
guard in seeking to carry out this 
recommendation, to the end that their 
stockholders, their employees, and the 
taxing authorities may be as fully in- 
formed as possible.” 


"SUGGESTION SYSTEM" PLAN 
BENEFITS NCR EMPLOYEES 


Employees of The National Cash 
Register Co. in 1951 set a new record 
in the number of suggestions sub- 
mitted and the amount of rewards re- 
ceived under the company’s “Sugges- 
tion System”, which in 1894 was. the 
first Suggestion System inaugurated by 
an American industrial enterprise. 

Last year NCR employees submitt- 
ed 4,686 suggestions, the largest yearly 
volume during the fifty-eight years 
the plan has been in operation and an 
increase of 59 per cent over the pre- 
vious year. Of the suggestions made, 
1095 were adopted. Awards totaled 
$33,317, also a new record and an 83 
Per cent increase over the amount 
paid in 1950. 

Top honors in awards were taken 
by A. H. Sterling, an employee in the 
accounting machine assembly line, who 
received a total of $4,040, according to 
Stanley C. Allyn, president of the 
company. Included in this total was 
a single payment of $2,100 for one 
Suggestion, the largest single award 
NCR has ever made under its Sugges- 
tion System. By way of contrast, Mr. 


Sterling received $110 under the award 
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BELL AIRCRAFT CORPORATION 


Wakes Paper Masters by XEROGRAPHY-- 
SAVES TIME AND MONEY + SPEEDS DEFENSE PAPER WORK 


Every business is faced with the 
problem of keeping up with the 
daily flow of paper work requiring 
quantity duplication. 

Bell Aircraft has helped solve 
their problem by installing XeroX 
copying equipment in the Printing 
Department. Offset paper masters 
of engineering drawings, engineer- 
ing data, specification sheets, office 
forms, memos, etc., are made by 
xerography in less than three min- 
utes. Multiple copies are then run 
off on No. 80 Multilith Duplicators. 
This combination offers the quickest 
and most economical duplicating 
method resulting in savings of ap- 


proximately 33'/3%/ compared with 
former method of using metal plates. 

Because it is a dry, direct positive 
copying process requiring no inter- 
mediate negative, xerography elim- 
inates the need for a darkroom, 
plumbing, water, chemicals, and 
other bulky and costly equipment. 
No fuss. No muss. No fumes. Simple 
to operate. 

XeroX copying equipment needs 
only small space in an office. The 
three compact units fit on a 3’ x 5’ 
table. 

Xerography and offset duplicat- 
ing offer the ideal combination for 
speed and economy. 


} Bell Engineering Department where numerous drawings, specification sheets, etc., 
* originate. When multiple copies are needed the original is taken to XeroX operator 


to make paper master. 


2 XeroX operator is shown making the 
* paper master of the original form. 
Takes less than three minutes. 


MAIL THIS TODAY 


THE HALOID COMPANY 
52-193 Haloid St., Rochester 3, N. Y. 
Branch Offices in Principal Cities | 
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& Paper master is placed on offset dupli- 
* cating machine and multiple copies 


run off. 

—_ — 7 
THE HALOID COMPANY 
52-193 Haloid St., Rochester 3, N. Y. | 

Please send information and case his- | 
tories showing how XeroX copying equip- | 
ment saves time and money making offset | 
paper masters for duplicating existing price 
lists, internal forms, engineering drawings, ! 
etc. ; 
Name | 
Company.. ; 
Address 

| 
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“IN THE FINEST OFFI 


wos not let your Security 
designed efficiency of 
CRESTLINE Office Furniture. ¥ 
think you will agree that i 
is a wise investment in 
- getting and keeping 
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system in 1949 and $95 in 1959, Te 
reach his record total Mr. Sterling rp. 
ceived awards not only for his own 
individual suggestion, but as his share 
in joint suggestions. 


The NCR Suggestion System was 

founded in 1894 by John H. Patterson, 
the company’s first president, follow; 
a visit to the Doge’s Palace in Venic. 
Here he had heard of a box into whic 
citizens of the old Venetian Republic 
could place their anonymous com. 
plaints. Mr. Patterson first installed 
“Complaint Boxes” in his Dayton fae. 
tory, but when they became as yp. 
popular as their old counterparts jp 
the Adriatic city, he simply changed 
the name to “Suggestion Boxes” and 
offered rewards for all suggestions 
adopted. This was the comparatively 
simple beginning of a system which js 
now wide-spread in American industry, 
commerce, government and _ other 
everyday activities. 


NEW PROJECTOR, FILM PRO. 
CESS OFFERS CHEAPER MOVIES 


Reasonably priced industrial and 
sales training films are now within 
reach of business organizations, large 
or small, now that a new 16mm 
motion picture projector is being mar- 
keted. The machine, introduced re 
cently by Bell & Howell Co., Chicago, 
records and plays back sound by 
means of a stripe of magnetic material 
on the edge of the film. 


The company has also developed a 
process called Soundstripe to perman- 
ently coat film for magnetic sound. 
When the film is projected, sound can 
be recorded and “stored” on the mag- 
netic strip, ready for instant playback. 
Commentary can be erased and re- 
recorded an unlimited number of 
times. 


A small manufacturer, according to 
the company, can make his own ten 
minute sales or training film in sound 
and color for an out-of-pocket cost 
of about $200, including film. Made 
professionally, a similar film would 
cost a minimum of $3,500. The new 
projector, which plays conventional 
sound films as well as making and 
playing magnetic recordings, cost $699. 


C. H. Percy, president of Bell & 
Howell, said: “This new unit opens 
up, entirely new markets for motion 
picture equipment. Lack of sound has 
been the biggest single stumbling 
block preventing the small business- 
man from making his own films. Now 
we have that problem licked. Anyone 
can now turn out a highly convincing 
sales or training film at an extremely 
low cost.” 


For those who already have con- 
ventional sound films, there is a new 
way to make them more versatile. The 
company will apply a magnetic sound 
track to such films so that the per- 
manent sound is preserved. Thus, 
two different commentaries can exist 
side by side on the same film. The 
permanent message on a sales film 
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directed to the customer can be supple- 
mented by a magnetically recorded 
message telling the dealer how to sell 
the product. 

Or for exporters, the permanent 
(optical) track in English can serve 
as a guide to an interpreter, who can 
put any one of a thousand foreign 
languages on the adjacent magnetic 
sound track. Since the magnetic track 
can be erased and re-recorded an un- 
jimited number of times, the same 
flm, or a copy of it, can be used in 
every country where the exporter has 
a distributor. 

The new portable unit with pro- 
jector, amplifier, speaker and micro- 
phone is contained in a single case. 
(For larger audience a_ separately 
cased 12-inch speaker is available.) 
It requires no special equipment—no 
sound-proof room to make recordings. 
An inexperienced person can learn 
how to mix voice and background 
music in a matter of minutes. To 
record a magnetic sound track on film 
you merely plug in the microphone, 
start the projector and describe what 
you see on the screen. Flip two 
switches and there is an instantaneous 
playback of what you have just re- 
cited. If you make an error while re- 
cording, reverse the machine beyond 
the point of the error and re-record. 
The old track is automatically erased 
as you proceed with the new recording. 


ACCIDENTAL ERASING PREVENTED 


An automatic safety interlock pre- 
vents accidental erasing of a track 
you want to keep. A recorded track 
can be projected over and over again, 
and it will last as long as the film 
itself, or until it is erased. 

One sales film with a magnetic track 
can be adapted to fit into a sales pre- 
sentation for a single customer, and 
later changed to fit the needs of an- 
other. It can then be re-recorded and 
used as a sales training film for dis- 
tributors or dealers. A film version of 
a company’s annual report can have 
one permanent sound track for stock- 
holders, coupled with a magnetic track 
that can be quickly re-recorded for 
showings to customers, employees and 
community leaders, with appropriate 
commentary for each group. 

In foreign countries the language 
barrier has prevented widespread 
usage of films to tell the story of 
America. In India, for example, there 
are some two hundred different lang- 
uages and dialects. It would cost 
$60,000 in mechanical charges alone 
to record two hundred different sound 
tracks for a single twenty minute film, 
(excluding print costs), using conven- 
tional methods. One print of the same 
film could be striped for magnetic 
sound and modified 200 times, if 
necessary, to permit showings in any 
language, at a cost of $28. 

Mr. Percy said, “I feel that the 
l6mm magnetic and optical sound pro- 
jector is the greatest single advance 
in the art of motion picture projection 
since the original advent of 16mm 


sound-on-film in 1932.” 


EQUINE 


MOST DURABLE OF RING BOOKS 
NEOLITE, a material of modern science, is now applied to 
@ Ring Books. NEOLITE has the rich appearance of fine, 
genuine leather and is famous for outwearing leather. Its tough- 
ness and durability have been proved through its long use for 
shoe soles. 


NEOLITE is waterproof, will not dry out, crack, or become 
stiff. It makes a flexible cover ring book that will stand up under 
the roughest kind of use and yet retain its newness of appear- 
ance. Adaptable to cover decorations. 


The 3-ring mechanism, equipped with opening and closing 
triggers, is bound into the one-piece flexible covers by grip- style 
binding back. This construction coupled with NEOLITE covers 
provides the most durable ring book made. 


For Full Information, Use the Coupon Below 


. ae Co ee 

‘ 1 WILSON JONES CO., Chi 24, ll. 

Look for this Trademark | Please Mail Full shacuiation Gn: Sedna 
Ring Books. 


‘ Cc 
WILSON JONES Co. ay 
3300 FRANKLIN BLVO. ee Address 
siicee «tn City and State. Pe: 


KANSAS CITY 
ee 
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When selecting a manufacturer of 


BUSINESS FORMS... 


WHat FACTORS GOVERN YOUR CHOICE? 

 . EXPERIENCE — 
2. FACHITIES 
3 SPECIALIZATION 
4 SERVICE 


y 


All relevant factors for judging the qualifi- 
cations of a business forms manufacturer 
can be boiled down to Experience, Facilities, 
\ Specialization and Service. They are used 
. by buyers of business forms to evaluate the 
manufacturing know-how of potential 
suppliers. Here is how Autographic Register 
Company measures up to these points: 


¥ EXPERIENCE Autographic has manufactured business forms for 69 
years. The thousands of users currently served include every type 
of business and governmental division. 


+ FACILITIES Autographic has the most up-to-date equipment for print- 
ing, numbering, perforating, punching, interleaving, folding and 
collating continuous business forms—including multi-purpose ma- 
chines that combine several operations. A new factory with 136,000 
square feet of manufacturing floor space is under construction. 


7 SPECIALIZATION Autographic has specialized for many years in 
the design and manufacture of continuous forms, with or without 
carbons, for all types of office machines. This concentration of effort 
has developed manufacturing know-how that enables us to pro- 
duce workable business forms. It is your assurance that forms 
produced for you will perform satisfactorily in their end use. 


* SERVICE Autographic representatives are qualified to interpret cus- 
tomers’ form requirements and to give technical assistance to 


methods and operating departments in the application and design 
of continuous forms. 


naphc BUSINESS FORMS 


AUTOGRAPHIC REGISTER COMPANY 
21T 7th Street, Hoboken, New Jersey 
Founded 1883 
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OFFICE MANAGEMENT AND EQUIPMENT 


BOOKS AND PAMPHLETS 


Recent studies by nutrition experts 
and medical authorities have proved 
that two out of three people do Not 
eat an adequate breakfast. The resy} 
—a let-down feeling long before lunch 
production lags, time stolen from work 
for another “cup of coffee.” 

Those results add up to a dollars. 
and-cents loss for a company. They 
interfere with employee morale and 
create new problems in employee re. 
lations. 

Of course, you can’t abruptly de. 
mand that your employees eat bigger 
breakfasts. But you can guide them 
to healthier, heartier morning meals by 
putting into each employee's hands 
a copy of the booklet, “Give Me An 
Old Fashioned Breakfast,” issued by 
the Economics Press, Box 460, Mont- 
clair, N. J. 

Skillfoully written by Red Suther- 
land, widely-known food authority, 
“Give Me An Old-Fashioned Break- 
fast” humorously gives your employee 
a fresh slant on the importance of a 
substantial breakfast. It provides a 
score of mouth - watering ideas for easy- 
to-prepare breakfasts that overcome 
the usual mid-morning let-down. It 
makes your employees realize they're 
cheating themselves and their company 
if their days start with too little nour- 
ishment. 


“Your Pencil Sharpener, Its Care, 
Location and Use” is the title of a 
new booklet published by C. Howard 
Hunt Pen Co., Camden, N. J., and 
written by Donald J. Leu, B.A., M.A, 

The report features results of field 
trips, pilot study, and questionnaires, 
manufacturers suggestions, a summary 
of major findings and recommenda- 
tions. The purpose of the booklet is 
twofold: to aid local school personnel 
in receiving more efficient and eco- 
nomical service from their present pen- 
cil sharpeners by correct methods of 
usage, maintenance, and location; to 
guide school districts in selecting the 
correct machine for its intended pur- 
pose. 

Anyone connected with the school 
or school equipment field may obtain 


copies from the C. Howard Hunt Pen 
Co. 


A comprehensive chart of new postal 
rates and information, complete with 
all recent changes, is now being offered 
gratis as a public service by Pitney- 
Bowes, Inc., Stamford, Conn. The 
company has already sent charts as 
a customer service to more than 100,- 
000 users of its postage meters 
throughout the country. 

Covering all classes of mail, and 
typographically designed for reading 
ease and accuracy, it is printed in three 
colors on stiff card stock. It folds for 
desk use and filing convenience, and 
opens up into a 12 inch by 18 inch 
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wall chart to hang over the postage 
meter at the mail desk or in the ship- 
ping room. 

A special feature on the back of the 
chart is a parcel post zone map of the 
United States with a “self-zoning” 
mileage rule by which the user him- 
gif can easily mark off in colored pen- 
cil the arcs or circles of all the coun- 
try’s eight parcel post shipping zones 
jom whatever town or city he happens 
to be located in. 


“a Basic Plan for Record Retention 
and Destruction” is the subject of a 
new brochure just released by Rem- 
ington Rand Inc. to aid management 
in the intelligent planning for disposi- 
tion of records at the time they are 
created by destruction of useless rec- 
ords and the economical, safe storage 
of those that must be retained. 

This 24-Page “handbook for man- 
agement” covers such subjects as 
Classification of Business Records, 
Efficient Record Handling Can Save 
Money, How To Organize a Reten- 
tion Plan, Record Retention Can Start 
Today, How To Operate a Retention 
Plan and The Tools for Effective Rec- 
ord Retention. Included is a_ case 
history of a record retention program 
of a large utility corporation. 

Profusely illustrated, with actual re- 
productions of various forms used for 
record retention and destruction, the 
handbook contains a checking chart 
listing the various types of records, 
and the time element for their re- 
tention. 

Copies of the handbook “A Basic 
Plan for Record Retention and De- 
struction” x 1200—can be obtained by 
writing Remington Rand Ine., 315 
Fourth Ave., New York. 


The first six comprehensive data 
sheets in a new series being published 
on its complete line of lighting fixtures 
and equipment are now available from 
Silvray Lighting, Inc., 100 W. Main 
St, Bound Brook, N. J. The new lit- 
efature, printed on standard 8% inch 
by 11 inch sheets and punched for 
teady insertion, covers the Silvray 
Fluorescent Luminaires. 

The data sheets contain full descrip- 
tions and illustrations of the units, ac- 
curate specifications, construction de- 
tails, photo-metric diagrams, and other 
pertinent lighting performance infor- 
mation. 


Complexities of new and old postal 
laws are made simple in a new infor- 
mational book titled “Postage Econo- 
mies, Mailing Methods, and Envelope 
Pacts”, published by the Envelope In- 
stitute of America, 176 West Adams, 
lll. Available to business and indus- 
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MODERN EFFICIENCY 


with traditional _ styling. 


Imperial 


Yichot 
LUXURIOUS 


WOOD OFFICE 
DESKS 


The charm and beauty of 18th Century styling. expressed i in 
Imperial’s Windsor line are combined with time-saving, work- 
saving features that make this group ideal for “traditional” 
offices. 


In the Windsor line, you'll find all the “extras” that make 
Imperial the choice of office managers and executives . . . 
including recessed legs, space-saver typewriter compartment, 
dustproof undercenstruction and all genuine walnut exteriors. 


Ask to see the Imperial line at your office equipment dealer's 
NOW! 
WRITE FOR 
IMPERIAL’S 
OFFICE 
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You can seal them > 
“quick as a wink” ~ CATALOGS ¥ 
without moisture 
© Just press the two a 


gum strips togeth- 
er and presto—its PAYROU t 
sealed 

® Speedi-Seal 
available in a 
wide variety of _ CORRESPONDENCE [> 


sizes and styles 


Send coupon for samples 


BEB GE BE eR RE REE GE 


tial firms, it is put together in clear, CURTIS 1000 INC. J 
pe style to inform businessmen CU RTIS 1000 INC. 382 Capitol Ave., Hartford 6, Conn. : 
and mailing room personnel quickly Please send to my attention, your kit 

om each postal problem encountered. _ PLANTS AT |. : of mo ch eeubend oie . 
Its fifty-two pages of facts, figures HARTFORD, CONN., ST. PAUL, MINN. . 
and diagrams have been checked with CLEVELAND, OHIO, ATLANTA, : && Name ° 
tational postal authorities in Wash- | HOUSTON, TEXAS Title e 
ington, D. C. prior to publication. It | SECB BBB BeBe eee 
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CHOOSE 


the right point for the 
way you write in this 
desk set that writes 


for months without 
refilling 


Holds 40 times more ink than 
ordinary fountain pen desk 
sets. Fill it once—write for 
months. 


Single and double sets in 
“service’’ and ‘‘executive”’ 

dels to har ize with 
any office. 


Ask your stationer for a demonstration 


Osterbrook 


“444” DESK PEN SETS 


THE ESTERBROOK PEN COMPANY, CAMDEN 1, NEW JERSEY 
The Esterbrook Pen Company of Cenede Lid., 92 Fleet St., East; Toronto, Ontario 


e COPYRIGHT 1962 — THE ESTERBROOK PEN COMPANY 


BOOKS AND PAMPHLETS 
(Continued) 


rT 


is class indexed and covers Fj 
Third, and Fourth class mail, foreign 
and domestic mail. Twenty-nine pages 
are devoted to postal regulations, high. 
lighting the new ones. In addition § 
showing how businesses may effeg 
economies by knowing postal law, § 
tells what types of envelopes to tg 
for specific purposes. It describes whp 
opens most business mail, shows te 
sults obtained with certain types @ 
envelopes and discusses the import @ 
envelope design. Eight pages show 
mailing methods tested by the leading 
United States business organizations 
and compiled by the Direct Mail Re 
search Institute of Chicago. This pag 
of the text includes mailing list daty 
enclosures, outgoing envelopes, form 
of-mailing, postage, color, follow-upg 
reply envelopes and letters. 

“Postage Economies” will be dig 
tributed free to business and indus 
trial firms upon request, the Institute 
says. 


How to make income produce not 
only essentials but the “extras” the 
family wants most is the theme of4@ 
series of Money Management Book 
lets published by the Consumer Edw 
cation Department of Household Fir 
ance Corp. 

The booklet discusses each of the 
major areas of family spending. They 
describe qualities to look for in proé 
ucts and services, and when, where 
and how to buy. Follow-up sections 
show how to get the best use from 
family assets: shelter, food, clothes, 
home furnishings, health, leisure time. 

The “Consumer Education Pro 
gram,” a ten-page brochure describing 
HFC’s booklets, filmstrip and other 
services, is offered free. Money Man- 
agement Booklets contain no adver 
tising. Titles include Your Budget 
Your Food Dollar, Your Clothing 
Dollar, The Shelter Dollar, Your 
Shopping Dollar, Your Health Dolla 
Home Furnishings, The Recreatiof 
Dollar, Children’s Spending. They até 
available for ten cents each from Com 
sumer Education Department, Houst 
hold Finance Corp., 919 North Michi 
gan Ave., Chicago. 


The Asphalt Tile Institute has just 
issued an up to date Color Classific# 
tion Chart designed to clarify to ti 
trade the various asphalt tile mani 
facturers’ color designations. 

The new chart is a guide to show 
the commercial equivalents of ti 
manufacturers’ color lines which git 
the same color tone or effect. It wat 
developed for the convenience of archi 
tects, builders, flooring contractor 
and anyone who may have to selet 
and speeify asphalt tile. 

Some twenty-eight colers are listed 
in the chart. It represents the com 
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unnecessary motions...wasted seconds...as proved in dramatic “tracer light” motion 
studies. Savings run as high as 28% — the equivalent of 2 extra hours of productive 
work per day for each girl! Get the facts on how American Lithofold can cut your 
forms-writing costs! FILL OUT AND MAIL THIS COUPON NOW! 
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Send Coupon for Free Samples 
Simply mail the coupon for 
free samples of A. B. Dick 
Cleen-Seal Master-Sets— 


at 


catalog of the complete _ 


line of supplies and the 
name of your nearest A. B. 
Dick distributor. : 


Announcing- 
Spirit 
Duplicator 
Supplies 

by A. B. Dick 


In any show of hands you get an 
immediate vote for A. B. Dick 
Cleen-Seal Master-Sets and Spirit 
Carbons. Why? Because they set a 
new standard of cleanliness for 
the users of spirit duplicators. 
Here are Master-Sets and Spirit 
Carbons with a protective metal- 
lic coating plus edge seal. The 
result—they are virtually stain- 
proof under normal handling. 


Long, Medium and Short Runs. 
A. B. Dick Cleen-Seal Master-Sets 
and Spirit Carbons are available in 
a variety of sizes for long, medium 
and short runs. All produce sharp, 
clear copies. 


Five colors. A. B. Dick Cleen-Seal 
Master-Sets and Spirit Carbons 
can be obtained in five brilliant 
colors—purple, red, grecn, blue, 
and black. 


THE FIRST NAME IN DUPLICATING 


BEAB-DICK 


A.B. DICK COMPANY, Dept. OM-552 
5700 W. Touhy Avenue, Chicago 31, Illinois 


Name 


Position 

Organization 
Make of Duplicator 
Addre 


City Zone___State. 
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plete color line of each manufacture, 
in the A, B, C and D Color Groups, 

As an example of how colors are 
classified by the chart, it shows tha 
asphalt tile with white as its basic 
color and black marbleizing, is desig. 
nated as D-900 or D-300 by Arm 
strong; D-61 by Azrock; D-76] by 
Goodrich; DM-33 by Hachmeister: 
D-127 by Johns-Manville; D-247 by 
Kentile; D-103 by Mastic; D-054 by 
Tile-Tex, etc. 

The chart was prepared by the Mar. 
ket Research Committee of the As. 
phalt Tile Institute, and single copies 
may be obtained without charge by 
writing to the Institute’s office at 1] 
Park Ave., New York. 


“Mobilized Interiors—the efficient, 
economical way to solve your space 
problems” is the theme of Mills new 
catalog No. 52. This 48-page book 
was designed specifically as a working 
tool for architects, engineers, contrae- 
tors and building professionals—the 
men who deal directly with the prob 
lem of changing space requirements in 
offices, factories, schools, hospitals and 
laboratories — commercial, industrial 
and institutional buildings of every 
type. 

Structural stability, design, adapt- 
ability, sound control, special baked-on 
enamel finishes to eliminate harsh light 
reflection, and ease of wiring and 
maintenance are some of Mills con- 
struction features described in the 
catalog. 

Separate sections are devoted to the 
various types of Mills walls—Flush 
Pilaster, Executive, Semi-Flush and 
Commercial. Mills complete line of 
accessories, doors, ceilings, transoms, 
louvers, top fillers, wickets, grilles, 
shelving, counters, bookcases, glazing 
and hardware is described and illus- 
trated. 

Besides numerous installation and 
construction photographs and detailed 
construction drawings, the book con- 
tains complete specifications data. 

Copies of the catalog may be ob- 
tained without charge by writing to 
the Mills Co., 975 Wayside Rd., Cleve- 
land, Ohio. 


National Short Cuts Committee oi 
the National Office Management As 
sociation, 132 West Chelten Ave, 
Philadelphia, Pa., has a _ program 
underway to compile material for 4 
second volume of the tremendously 
successful Manual of Practical Office 
Short Cuts. 

An appeal has been made to all 
NOMA members for contributions to 
this planned manual. 


Charles Bruning Co., Jeterboro, 
N. J., has issued a new booklet, A-202/, 
describing and illustrating its new 
copyflex Tax Return System. 

Copies of the booklet may be od 
tained by writing to the company. 

The Charles Bruning Co. makes 4 
line of continuous contact printers. 


May, 1952 


4 et F oe ae iy a a tae a a a - See > = . __ ‘< = 
4 is ok. * } aa ae i Te ee a et ee 7 
; ee ; ; 

Se 
a a 

¥ 

G 
.., 
ip 
“alee 1 MM Si ce ® 
; fe eee ee eee ee 

Sik = aS hae , a a 
Rae oa Se te 
Pa a = ee eo le ea 
aia aie es 3 

i ete. a S 
eh Moti << ae, 
ea os 
fet E: r 

ed , a 

™ a ° 

oF it re a 
ae é 

yy. i. e { 

ae +4 ¢ 
Ps 4 
ae 3 a 
es By; ‘$ U 
<~ 
ee 
ee 
or ee ce 
Bh AS oot fe 2 
» : a 
ait A sca 
ae oe - . 3 ee 
oe oe ee oe 
u , a Bee. ote : 
. aa 5: sag nr 
P igen ae eee ‘ pees 
a aa vs say Ae ot. 
; SS a 
: ke | ee Ae ee oo Oo —_——— 
Per i i eM, Soot Beer 
: : i Bea” pe are ae Me ei 
Be ee a See 
Lig i ON a ie 
ee ns oe ee =. 
Saale 2, #23 pie: PS Seema eas Se sa Beste 
; NS IRL i eae uae 
b . pincer me AD eS Be oan 
ial . ee ee ek 
a eee ee 
‘te ao . Co ee 4 7 & | 
et eS Meet, Go Se pee 
i ‘ RM Soe eho | oe } 
ca io BS ag ' T ce Oe. 
es : oe ee ee 
ae bY , = oe hale ee ee te 
- ee re 
Ps nae : A ee 
a ee ae ot oh 
z= 2 er Po oo Wl ie 
7 toe oo ae fe SR 
ee es eR er ot 

a ae if vy > kee 37 Ses & Re ee seh ee 

So ete engage a Gee | poe pe 
ae oo es 3 Os Fie: . eer my p o 
Ee te oe eo ae Be 

= eee ce | eee ee 

. a ak Oe ae 

" Bae dae So, ge one mere fears bes 

a ae a eo Fs es ee a 

3 ee os a a | era ¢ ae 
ae a oes cai SO oe ee 
: hae oe } ae es i, BR | 
ian Gee Meee eed Be ee | 
; poe ee eee ee ee Bg 
io OS ee 
. 3 eee). ees oy hc i 
3 Bae ae ee ee 
= ee ae a || oP Mee 
, nn ee a Pee for i) - (a 
a es a ae 
‘ee: a ro he i 
" = es Mee eae. OS Ria: | eS 
um Po ee ae : ees! Be Bay 
. 2 ee eect ey ee eer 
os 4 SRS om ig eee. Ai sat 
ya Via aeei $M ob La a a | 
ee . e ae cage LP a 
hie i Sagat Eee Katee rea a 3 is 
vee ite 
i oS oe eee 
. aan Mike comers ta St ang i 
” oe Son, eee: Sonne ee - Sa 
_— 2 ee a ee ey ee 
— ay a eee, eee a ll 
a HERR © RB EBB Bee 
. 
a i= * 
= «w 
i , | 
7 | 
- 
ee 
a e | 
g 4 
a = 
a : | 
a | 
; 
; ee | 
si eee 
aise : 
ahd , 
4 


orking 
ontrac- 
ls—the 
- prob- 
ents in 
ils and 
lustrial 

every 


adapt- 
ked-on 
h light 
ge and 
Ss con- 
nthe 


to the 
~Flush 
h and 
ine of 
nsoms, 
grilles, 
lazing 
illus- 


n and 
etailed 
k con- 
A. 

re Ob- 
ing to 
Cleve- 


tee oi 
it As- 
Ave., 
ogram 
for a 
dously 


Office 
to all 


ons to 


srboro, 
\ -2027, 


new 


ye ob- 
y. 
kes a 
ters. 


1952 


3. 


THE CELLOPHANE TAPE THAT’S SPECIALLY 
DESIGNED FOR OFFICE USE! 


L Sure Stick—due to new adhesive formula. 


Less Breakage—because special ingredient 
2. permits easier release from roll. 


Eye Appeal—a thing of beauty on the roll; 
and it’s really transparent, too. 


Comes in 1296” and 2592” rolls. 
TRY 17.» COMPARE IT 


@TEXCEL 


CELLOPHANE TAPE 


HAVE YOU HEARD THESE TIPS.. 
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Use Blue Tab TEXCEL 
Cellophane Tape for 1,001 jobs 


AL SALES MAP 


REGION 


PERFECT FOR 
REPAIRING MAPS, 
charts, calendars— 
almost anything. 
Less tape breakage 
because TEXCEL 
unrolls easier! 


THIS STREAMLINED 
TAPE-SAVING DISPENSER 


is easy and quick for 
dispensing 1296” and &. 
2592” rolls of TEXCEL 
Cellophane Tape. 


Ask your stationer My 
about combination offers \, 
of tape and dispenser 


REMEMBER THE TIP— 


PERFECT FOR PATCHING PAPER TEARS, for at- 


taching or hinging. TEXCEL works best be- 
cause it’s the tightest sticking tape ever! 


PERFECT FOR POSTING —TEXCEL takes over 


countless time-consuming jobs. It’s easier to 
use because the roll holds its shape. 


Blue Tab TEXCEL Cellophane 
tape is the right tape for doing B 
everything around the office. 
Available at your stationer in 
1296” and 2592” lengths. Stock 
up with Blue Tab TEXCEL on your 
next order. 
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The office does not publicize its advantages enough 


indispensable secretary 


JUNE 1 TO7 THIS YEAR will see another Week added to the long list of weeks 
with a purpose so favored by the promotionally minded. This week is National 
Secretaries Week, sponsored by the National Secretaries Association, according to 
C. King Woodbridge, president of Dictaphone Corporation and chairman of the 
National Secretaries Week Council, and Mrs. Mary H. Barrett of Pittsburgh, 
president of the National Secretaries Association. The purpose of the Week is 
“to honor the American Secretary, upon whose skills, loyalty, and efficiency the 
functions of business and government offices depend.” 

“This is not just another Week,” Mr. Woodbridge said. “Secretaries as a group 
are ‘unhonored and unsung.’ The importance of their role in national commerce 
has never received full or adequate recognition. They are really indispensable. 
And it’s about time we realized what a fine, competent job they are doing for 
private industry.” 

Half-way through the Week, June 4 will be Secretaries Day. That’s the day, 
Mr. Woodbridge says, when the secretary's boss should tip his hat to his secretary, 
give her a big smile, tell her he likes her, and that he’s glad she’s around. 

Very nice, of course—though the girl might wish that all this was expressed by 
a pay increase rather than a smile. Mr. Woodbridge, Mrs. Barrett, and just every- 
body who has to do with secretaries are fully aware of how scarce both good 
secretaries and the material from which to make good secretaries are these days. 
Some of the experts blame part of this scarcity on the Depression. It seems that 
the national birth rate was alarmingly low in the 1930's, so that girls in their 
late teens and early twenties are not available in sufficient number now to fill 
the abnormal office needs of today. 

Nothing can be done about this, but something definitely should be done 
about making secretarial work more appealing to the girls who are available. 
In war years tens of thousands of well-qualified feminine office employees were 
drawn away from offices by thhe high pay and glamour of war jobs. The plant 
became a competitor of the office and to some extent has remained so. The office 
does not publicize its advantages enough. 
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By J. W. HASLETT 
Manager, Methods & Statistics Dept. 
Shell Oil Co., New York 
Vice-President, 

Systems & Procedures Association 
of America 
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Master Plan for 
a Systems 
Organization 


How often does the methods staff 

practice what it preaches? Here is 

a blueprint for some basic systems 
department controls 
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WAY BACK at the turn of the seventeenth century} omp#! 
a scholarly English divine named Robert Burton, inf majot 
his writings which he appropriately titled Anatomy} ve und 
of Melancholy, made the observation: “He who} ual, if 


makes shoes goes barefoot himself.” 


broker 


How appropriate that remark of nearly four hup- by me 
dred years ago is to some systems organizations of the "* * 
twentieth century. Too often the methods depart-§ ‘PP™ 
ment of a company is occupied with setting other de = 
partments’ houses in order without time or inclina wuall 
tion to pay enough attention to its own. Condition | 
which confront the systems organization are usually} " illu 


PROGRAM 


Conduct detailed studies and test makes and models of office machines 
and equipment for the purpose of making specific recommendations for 
practical application, proper utilization and economical operation of 
equipment recommended. Establish basic requirements for the justifi- 
cation of purchase and for budgetary control purposes. 


Ors 
Percent of Progress Target 
Projects and Purpose 25 50 75 100] Date Po 
EQUIPMENT MANUAL, Establishment of standards for purchase and | 
use of office equipment. 
Typewriters. ~ May 30,5 
Files. 


Bookkeeping Machines, 
Bank Proof Machines (Restudy) . 
FOR SEISMOGRAPH CHARTS, AREA OFFICES. 


UNIFORM TABULATING MACHINE EQUIPMENT AND CARD DESIGN. 
RECORDS PROTECTION AND RETENTION. 


Development of Microfilm Policy for all offices. 


CARBON ,INTERLINING DEVICES FOR USE WITH COMPANY FORMS. 


— Apr.30, 
— Apr .30,%0 


> Apr .15,50 


ll May 1,50 


a bay 2,20 Re 


ys 
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wch that time is totally devoted to assisting other cle- 
gents of the organization in the solution of their 
roblems without due recourse to self-examination. 
The planning which a methods department must 
pring to bear on projects for other departments too 
frequently is not used internally in charting the course 
of the methods department itself. 

There are four key factors prerequisite to proper 
internal operation of a systems and procedures group. 
These factors are: objectives, programs, projects and 
appraisals. ‘To be effective, a systems organization 
must use these factors as tools in building a way of 
operations. 

The objectives are described in a write-up of depart- 
mental responsibilities, ordinarily included in the 
company manual of organization. Programs, or the 
major subject segments of the objectives which are to 
be undertaken are outlined in the methods staff man- 
val, if one has been developed. The programs are 
broken down into projects, or specific job assignments, 
by means of a project listing of work currently under 
way and work to be undertaken in the future. The 
appraisal of results gained by the methods organiza- 
tion is usually set down in a periodic progress report, 
wually on a monthly basis, with a recapitulation at 
yearend. An example of a project progress report 
is illustrated. 


Underlying all four of these tools with which a 
methods organization conducts its business, there is 
a basic unity which is not necessarily apparent. The 
relationship of the four factors becomes obvious with 
the development of a master plan which expresses 
the basic philosophy of a methods organization. A 
typical master plan follows: 


Long range objectives. 


i) Pursue systematically the continuous improvement 
of the management of the company’s affairs in all 
offices. 


a) Establish and maintain the means by which all 
levels of management may be assured that prob- 
lems are being anticipated, analyzed and solved 
before they have an adverse reaction on internal 
operations. 

b) Assist operating and staff executives and super- 

' visors in the review of their activities with the 
aim of improving their control, facilitating their 
operations, and simplifying the work of their 
employees. , 


2) Aid in maintaining the company’s reputation for 
progressiveness in the conduct of its business. 


(To page 70) 


Chart on page 22 is a detailed progress report of specific methods projects. 
Below, an appraisal of the progress of the over-all Methods Department program 


.15,50 


1,50 


1952 


STATUS OF THE CONTROL IN VARIOUS OFFICES 


TYPE OF CONTROL OFFICE A OFFICE B OFFICE C 
Organi zation 
Organization Manual In effect. To be developed. In effect. 
icies cedures 
Activity 1 Partially complete. In effect. To be developed. 
Activity 2 In effect. Partially complete. To be developed. 
Activity 3 In effect. Not applicable. Not applicable. 
cords ment 
Files Manual Not applicable. In effect. In effect. 
Records Protection Manual Not applicable. In effect. In effect. 
Records Retention Manual Not applicable. In effect. To be developed. 
Forms 
Standard and Local Continuing centralized program. 
Qffice Layout 
Layout and Furnishings 
Manual In effect. In effect. In effect. 
May, 1952 OFFICE MANAGEMENT AND EQUIPMENT 22 


aa 


a Poe. 7 


bs "4 7 —— ; a a > se 9 £ ate Foye? ns ~ ee > a as a: ‘2 ae a oe a ; ine a ya J a { or i 
| z 
taff 
7 ee 
“Ins | 
re 
| 
2 
: PB ‘’ 
| 4 
| 
es : ; 
| 
U 
get | | 
late | 
- 30,50 
1,501 a 
30,50 | 
2] 
| re 
| 7 
] | 
P| ; 


Robert P. Brecht 


William H. Evans 


executive vice-president 


Excerpts from 
Dr. Brecht’s Message 


“OUR 33rd International Conference and Annual 
Equipment Exposition is dedicated to an exploration 
of the obligations of office management. Most of us 
are eager and willing to insist on our rights in econ- 
omic and social experience. Most of use, unfortu- 
nately, give too little attention to the obligations 
that are inescapably associated with those rights. 


“It is high time, then, that we pause for balance 
and proportion in our point of view, that we examine 
the implications of the job of office executive not 
only in terms of specific practices but with primary 
reference to what he owes those that work with him 
in the broadest sense of the word. 


“The Conference program has been designed to 
develop fully the obligations of the office executive 
to his employer, to top management, to employee, 
to his profession and to his community. The dis- 
cussion of such obligations will cover amply the 
variety of modern office management practices need- 
ed to discharge them. The combination presents a 
real opportunity to analyze techniques against the 
broader background of responsibilities. 


“Those in the office management field are deal- 
ing on an annual basis with some 15 billion clerical 
man-hours which must be directed effectively to spe- 
cific enterprise ends. The highest level of achieve- 
ment will be brought about only with the aid of 
modern machines and equipment. Our Exposition 
is a “must” on your list of conference activities. 


“Office management has been maturing at a tre- 
mendously rapid rate in the last decade. Let us in 
the field rise to the full opportunity that con- 
fronts us and, in discharging our obligations to em- 
ployer, employee, profession and community, justify 
the confidence that comes from a managerial job 
well done.” 
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president 


Suecess seen tor 


NOMA’s First 


THE ggrd International Conference of the National 
Office Management Association opens on the 18th of 
this month at the Fairmont Hotel in San Francisco. 
It is the first big NOMA event to be held on the West 
Coast, with strong evidence that full conference regis 
trations will exceed the record established last year 
in New York. More than 600 delegates from 75, chap 
ters are already signed up. 

To date, 101 of the world’s leading office machinery 
and equipment manufacturers have contracted to par 
ticipate in the “All Purpose” Business Show. 

“These companies will display every conceivable 
type of business machinery, equipment, furniture, 
supply and service,” a NOMA headquarters spokes 
man said. “Each exhibit will be manned by highly 
qualified representatives of the companies to answer 
questions and supply full details.” 

The exposition will be held at San Francisco's great 
Civic Auditorium, a short distance from conferenc 
headquarters in the Fairmont Hotel. 

Full cooperation in conducting this exposition is 
being received from the Office Equipment Manufac- 
turers Institute, the Metal Business Equipment In 
dustry and the Wood Office Furniture Institute. 

In order to give delegates from eastern chapters the 
benefit of reduced travel rates, as well as a colorful 
trip to and from the conference, special rail tours 
have been arranged for NOMA by the U. S. Travel 
Agency, Inc. One tour has been planned for travel 
to the conference; a choice of two tours has been made 
available for the return trip. 

On May 13, the NOMA Special will be made up in 
Chicago, composed of Pullman cars bringing members 
from the East. En route to San Francisco, the trait 
will stop at the Grand Canyon, Yosemite National 
Park and other famous scenic points of the West. 
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San Francisco’s Civic Auditorium 


West Coast Conference and Show 


On the return trip, one group will take a Canadian A large number of feature events will supplement 
route, through Victoria, Vancouver, Lake Louise and the conference technical sessions and Exposition dis- 
Banff. The group taking a southern route will pass _ plays. The day before the formal opening of the con- 
through Salt Lake City, the Royal Gorge and Colo- ference, Sunday, May 18, will be set aside as “Asso- 
rado Springs, as well as other scenic locations. ciation Day,” devoted especially to the interests of 


T. J. Barnowe 
University of Washington 
Seattle, Washington 


R. A. Obrock 
Hawaiian Dredg’g Co., Ltd. 
Honolulu, T. H. 


H. P. Markelius Walter M. Casey G. R. Carman 
Ericeson, Ltd. Crosby Hotel Lockhead Aircraft Corp. 
Stockholm, Sweden Beaumont, Texas Burbank, Calif. 


Some Conference Speakers 


R. A. Burkholder H. M. Stewart J. H. sarn: 
Pendleton Woolens Mills California Packing Corp. Standard Hoisery Mills 
Portland, Ore. San Francisco, Calif. Burlington, N. C. 
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Kermit’ Crawley 
Stephens College 
Columbia, Mo. 


O. M. Prentice 
Island Tug & Barge, Ltd. 
Victoria, B. C. 


chapter officers and committeemen, although other 
members will be invited to participate. National 
officers and directors, as well as the National Office 
staff, will be on hand all day to discuss NOMA poli- 
cies and plans. The discussions will be of particular 
value to incoming chapter leaders. 


On Sunday evening, the Chapter Presidents’ Dinner 
will take place. Featured entertainment will be the 
famous Sacramento Convention Ensemble, made up 
of some of the leading musicians and singers on the 
West Coast. A unique program of entertainment will 
also take place during the conference banquet. At 
the Annual Luncheon, on the last day of the confer- 
ence, a drawing will be held for valuable prizes. 


At NOMA’s Annual Meeting following the confer- 


A. H. Gager 
NOMA Staff Director 
Philadelphia, Pa. 


C. A. Stillwagen 
Ryan Aeronautical Co, 
San Diego, Calif. 


ence keynote address, National officers for the 1952-5 
term will be elected. 


Conference chairmen are: J. R. Keefer, Appliane 
Wholesalers, Portland, Ore.; J. C. Hodges, Canadia 
National Railways, Montreal, Que., Canada; H. B 
Harrison, Kenneth H. Ripnen Co., Inc., New York 
N. Y.; G. O. Bengston, Associated Hospital Service of 
Arizona, Phoenix, Ariz.; T. R. Humphries, Alberta 
Wheat Pool, Calgary, Alberta, Canada; F. D. Hur, 
W. A. Alexander & Co., Chicago, Ul.; J]. B. Andrews, 
Carnation Co., Seattle, Wash.; Emma Lee, Johns. 
Manville Sales Corp., San Francisco, Calif.;R. G. Sinn, 
The Detroit Edison Co., Detroit, Mich.; and Tom 
Sherwood, B. C. Telephone Co., Vancouver, B. C, 
Canada. 


Acme Visible Records, Inc. 
Addressograph-Multigraph Corp. 
Alma Desk Co. 

Art Metal Construction Co. 
Bankers Box Co. 

Charles Bruning Co. Inc. 
Burroughs Adding Machine Co. 
Chart-Pak, Inc. 

Clary Multiplier Corp. 

Clemco Desk Mfg. Co. Inc. 
Cole Steel Equipment Co. 
Columbia Ribbon & Carbon Mfg. Co. 
Commercial Controls Corp. 
Ralph C. Coxhead Corp. 
Cramer Posture Chair Co. 
Cummins-Chicago Corp. 


Davidson Sales Co. 


Hamilton Mfg. Co. 
Harter Corp. 


Imperial Desk Co. 
Indiana Desk Co. 


Jasper Desk Co. 


Jasper Seating Co. 


LeFebure Corp. 
The Leopold Co. 


Luxo Lamp Corp. 
T. R. Mantes Co. 


High Point Bending & Chair Co. 
Huntington Chair Corp. 


International Business Machines Corp. 
Jasper Chair Co., Inc. 


Jasper Office Furniture Co. 


Loomis Armored Car Service 


Exhibitors at NOMA Show 


Office Publications Co. 
Olivetti Corp. of America 
Ozalid 

Peirce Wire Recorder Corp. 
Permaflux Corp. 

Pitney Bowes, Inc. 

Polychrome Pacific Corp. 
Remington Rand Inc. 

Rex Rotary Distributing Corp. 
Rite-Line Corp. 
Rockwell-Barnes Co. 

Royal Typewriter Co., Inc. 
Security Steel Equipment Corp. 
Shaw-Walker Co. 

N. T. Shepherd Chair Co. 
Sikes Co., Inc. 

Simplex Time Recorder Co. 


A. B. Dick Co. 

Dictaphone Corp. 

Diebold, Inc. 

Ditto Inc. 

DoMore Chair Co. 

Thomas A. Edison, Inc. 

Elliot Addressing Machine Co. 
The Esterbrook Pen Co. 

Evans Specialty Co. 
Executone, Inc. 

Felt & Tarrant Mfg. Co. 
Friden Calculating Machine Co. 
General Fireproofing Co. 

The Globe-Wernicke Co. 
Gray Mfg. Co. 

Charles R. Hadley Co. 

The Haloid Co. 


Marchant Calculating Machine Co. 
Mann Duplicator Co. 

Master Addresser Co. 

Master Craft 

The McBee Co. 

Metal Office Furniture Co. 
Minnesota Mining & Mfg. Co. 
Monroe Calculating Machine Co. 
Moore Business Forms, Inc. 
Mosler Safe Co. 

Multi-Service Co. 

Myrtle Desk Co. 

National Blank Book Co. 
National Cash Register Co. 


National Office Management Association 


New Indiana Chair Co. 
Office Appliance Co. 
Office Management and Equipment 


SoundScriber Corp. 
Specialized Office Equipment Co. 
Standard Manifold Co. 


Standard Duplicating Machines Corp. 


Sturgis Posture Chair Co. 
Sunset McKee Co. 
TelAutograph Corp. 

Thomas Mechanical Collator Corp. 
Tiffany Stand Co. 

The Todd Co., Inc. 

Underwood Corp. 

Victor Adding Machine Co. 
Visirecord, Inc. 

Wassell Organization, Inc. 
Wheeldex Mfg. Corp. 

Frank E. Wilbur Co. 

Wood Office Furniture Institute 
Yawman & Erbe Mfg. Co. 
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“A NEW ADDRESS for a Great Name in Oil.” That 
was the catch-line for thousands of announcements 
heralding the move of the Sinclair Oil Corporation to 
new space in the 600 Fifth Avenue Building in New 
York last year. At this writing, the Sinclair family 
hasn't completed its first year of occupancy, but it is 
already very obvious that, beyond solving the firm’s 
space problem, the new quarters have made a highly 
favorable impression on the individual employee 
whose good fortune it is to work there. 


Sinelair Oil Writes 
Successful Office 
Prescription 


Great new offices of the Sinclair Oil Co. in New York 
exemplify value of painstaking analysis of space needs 


By H. K. DARBY 


First of two articles. The second will appear in the June issue 


“Here in nine floors of air-conditioned, sound- 
proofed office space,” the announcement read over 
the signature of P. C. Spencer, President of Sinclair, 
“the more than 1,000 Sinclair Home Office Employees 
will coordinate the widespread activities of the corpo- 
ration and its subsidiaries, with the same friendly 
efficiency and progressive planning for tomorrow that 
for 35 years have made Sinclair a great name in oil 
and a leader in the petroleum world.” 

(To next page) 


BOARD ROOM—Suspended ceiling giving sky-light effect, bleached walnut panelling, beige 
colored carpet and variable light intensity are only a few distinctive features of this room 
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A view of the Board Room foyer, illustrating the use of interior space 


It was in the late summer of 1950 that Mr. Spencer 
had announced the leasing of space in the 600 Fifth 
Avenue Building (it’s the Sinclair Oil Building now) , 
representing the culmination of months of study be- 
gun in anticipation of expiration of the firm’s lease 
in the International Building in Rockefeller Center 
—studies which proved the desirability of finding new 
quarters rather than renewing a lease for space that 
had been outgrown. 


Two typical four-window vice-presidents’ offices. These type A Offices are standardized as to size, lighting, 
plaster walls, grades of furniture and carpeting. Color schemes and decor were selected by occupant 
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That decision and subsequent developments offer 
a fine example of a large American corporation's ap- 
proach to new office space arrangements—the com- 
forts it wants its employees to enjoy, as well as the 
physical and psychological standards it feels are 


proper to govern layout and equipment for these 
employees. 

When it became apparent that Sinclair's old quar- 
ters were no longer adequate for the firm’s existing 
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BOARD ROOM AGAIN—this time showing false window treatment used to conceal | 
‘Soffer unsightly wired glass windows and court yard view 


= Com-} needs and anticipated growth, a search for new space __ to crystallize its feelings about new office space. Here 
as the | commenced. Fortunately the 600 Fifth Avenue Build- are some of the conditions that were established, af- 
Is are ing was under construction, and Mr. Spencer's an- _ fecting the rental of any new space by Sinclair. These 
these | nouncement followed successful negotiations for the represent the Sinclair policy on office housing: 
lease. 1) the building selected for leasing must be located 
bare In the months during which it appraised its office in a neighborhood which will not change drastically 
“isting | housing situation, Sinclair’s top management was able _ during the life of the lease; 2) the location must be 
such that company employees will feel a sense of pride 
A type B two-window office for administrative in going to work; 3) the location must be served by 
assistants adequate transportation, eating, and banking facil- 
ities; 4) floor interiors must be planned so that the 
decor of each will be compatible with the others. | 
Contrast must not be of a drastic nature; 5) decor of | 
private offices (to be occupied by top executives, by 
= ; _ department heads, staff and executive assistants) must 
have formal simplicity, and 6) the over-all area shall 
be planned for maximum flexibility with a proper 
allowance for future expansion. 

Obviously the location of the building satisfied the 
first three stipulations, since it was unlikely that the 
character of the Rockefeller Center area would change 
substantially in the near future. Furthermore, it was 
evident that the personnel would be pleased to con- 
tinue working in this area. 

It remained for the Kenneth H. Ripnen Co., Inc., 
architects, to satisfy the remainder of the conditions 
representing the company’s housing policy. This well- 
known firm had been retained by Sinclair in April, 
1950, and many of the points brought out as a result 
of a survey by these architects of Sinclair office needs 
influenced this selection. (To next page) 
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An important item of Sinclair Oil Corporation’s 
housing policy was to resolve all questions and prob- 
lems, by the conference method. This policy provided 
the means for carefully considering and weighing 
every element as the plans for the new offices pro- 
gressed. ; 

The result was that after space in the 600 Fifth 
Avenue Building was leased, three committees were 
progressively set up under the over-all direction of 
Marvin L. Gosney, executive vice-president of Sinclair 
Oil Corporation. These were the Space Planning 
Committee—to establish standards for space alloca- 
tion, office layouts and services; the Office Planning 
Committee—to study furniture requirements, floor 
coverings and general decor, and the Moving Com- 
mittee—to plan and carry out the physical move. 

Two of the many problems confronting the Space 
Planning Committee were the establishment of stand- 
ards for size and number of private offices, as well as 
standards for space allocation in work areas. With 
management's approval, and the guidance of the archi- 
tect, the premises were physically conditioned for the. 
application of these standards. 

Flexibility was a major consideration in that 15 per 
cent intra-departmental expansion was required. An 
additional 20 per cent space reclamation could be 
achieved in the event that future developments re- 
quired the relocation of the Eastern District Offices. 

The Office Planning Committee, among its many 
problems, was called upon to study the requirements 
of furniture and equipment replacements. The re- 
sult has been that standardization now prevails space- 
wise as well as departmentally for furniture, floor cov- 
erings, color schemes, etc. 

According to C. A. Christensen, assistant to Mr. 
Gosney, and a Sinclair veteran who has lived with this 


Typical reception room located in each express ele- 
vator corridor adjacent to local bank 
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Board room entrance doors of bleached walnut 


space problem from the time it became critical three 
years ago, one of the major problems solved in the 
new location was the establishment of effective work 
flow and internal traffic circulation patterns. When 
questioned further, Mr. Christensen said that with 
175,000 square feet of which approximately 160,000 
square feet is usable space, it was possible to plan for 
and to provide additional and improved facilities. 
Also that with modern air-conditioning, excellent 
lighting and sound control, all internal areas, no 
matter how far from outside windows, have been made 
into desirable, comfortable, and efficient space. 
(To be concluded in June) 
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ANDREW GEYER, INC., publishers of OFFICE 
MANAGEMENT & EQUIPMENT, have’ noted 
the changing office scene for seventy-five 
years as publishers of GEYER’S TOPICS, 
monthly magazine for the commercial sta- 
tioner and office machine dealer. 

Shown here are a few items of office ma- 
chines and equipment drawn from “Then and 
Now”, a section which ran in the Diamond 
Jubilee issue of GEYER’S in March, showing 
the advances made in machine design. 


The veteran shown here could still produce the right 
figures—but then, take a look at its successor, the 
present-day, high-speed, electric model. (Marchant 
Calculating Machine Co., Oakland, Calif.) 


Left, the Samson, a paper punch 
used at the turn of the century, and 
(below) the Marvel of today (Wil- 
son Jones Co., Chicago). 


A roll-top desk without the roll, undoubtedly for an 
executive of some substance—and what today's busi- 
ness leader demands. (Yawman & Erbe Mfg. Co., 
Rochester, N. Y.) 


Two staplers. Find the old one, and then its modern 
descendent. (Bates Manufacturing Co., New York). 
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Charles Sawyer, Secretary of Commerce (left) discussed the national shortage of skilled office workers recently with 
Mary H. Barrett, president of the National Secretaries Association, and C. K 


phone Corp. and chairman of the National Secretaries Week Council. 


Professional Status 


for Secretaries? 


By DR. IRENE PLACE 
School of Business Administration, 
University of Michigan, Ann Arbor. 

Dean of Institute for Certifying Secretaries 


DEMAND for good office employees of all types is 
currently greater than the supply. It is likely that 
this situation will continue for some time. The in- 
crease in the volume of paper work, the growth of 
the office function of business, and the low birth rate 
of the depression years are contributing factors. It 
is interesting to note that in 1900, one office worker 
was on the payroll for every thirty workers in the 
shop or factory. Today, that ratio is one to two and 
a half. The number of office workers increased 356 
per cent between 1900 and 1940 whereas factory 
workers increased about 75 per cent. It is estimated 
that the number of office clerical employees has in- 
creased almost 100 per cent in the last decade. 
Although the demand for office workers of all types 
is increasing, the need for secretaries is especially 
acute. Recently an article in one of our national 
magazines called attention to the fact that the situa- 
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ing Woodbridge, president of the Dicta- 


Bian 


tion is so bad in Government agencies that $15,000- 
a-year men are sometimes seen wandering through 
the halls of their buildings looking for someone to 
take a letter. What inadequate secretarial help is 
costing business and government is hard to estimate. 

Secretarial work has become almost entirely an area 
of female employment and more women are working 
today than ever before. It is estimated that 30 per 
cent of the total labor force is female. As women 
enjoy the benefits of higher education and _ personal 
emancipation from household chores, they seek em- 
ployment outside the home in greater numbers and 
for longer periods of time. One study shows that 
the average age of the women who work is over 35- 
Yet, we have a shortage of secretaries. Why? Are 
there similar shortages in other occupational areas 
for women? One merchant of a little store told me 
he never has trouble getting a competent saleswoman 
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ifhe tells her he will make a buyer out of her. The 
ey to the situation is here. Secretarial work is losing 

our and appeal. Too many routine stenographic 
gad clerical jobs are being labeled secretarial, thus 
ging the top job of the stenographic family a repu- 
ation for being uninteresting. Able young girls today 
shy away from job situations that are likely, year after 

, to involve the same type of routine and steno- 
gaphic work. They turn instead to the newer occu- 

jonal areas, identified by such magic terms as air- 

e hostess, model, buyer, and personnel. What 
an be done about it? Business must bé assured a 
supply of competent secretaries. One thing that may 
help the situation is to identify more clearly the posi- 
tion of the real secretary. The National Secretaries 
Association, a non-profit, non-union, non-political, 
and non-sectarian association has undertaken to do 


this. 


CHAPTER STRUCTURE 


The National Secretaries Association has chapters 
in 270 cities throughout the country, with a total 
membership of about ten thousand. One of its major 
goals is to promote the educational, professional, and 
social standards of the secretarial job classification in 
business, industry, and government. Through an af- 
filiate branch—The Institute for Certifying Secre- 
taries—it has, therefore, developed and is administer- 
ing a twelve-hour examination that will help tc 
identify those who are qualified to perform secretarial 
work at a top level. Those who satisfactorily com- 
plete all six sections of the examination are awarded 
a CPS—Certified Professional Secretary. Specifically, 
the aims of the examining program are: 

1) To identify personnel qualified to perform secre- 
tarial work at a professional level. 


2) To establish higher educational standards for sec- 
retaries thereby helping those who want to secure 
top-level secretarial positions prepare for them. 


§) To upgrade secretarial personnel in the eyes of 
management throughout the country. 


4) To define more clearly the status of secretarial 
work in the business structure and establish a dif- 
ferentiation between stenographic and secretarial 
work similar to the one recognized between book- 
keeping and accounting. 


5) To encourage schools and colleges that train secre- 
tarial personnel to recognize the need for a broad 
core of knowledge about general business admin- 
istration and management. 


The examination was administered for the first 
time in 1951 and was taken by 281 persons. Of this 
number, 62 passed all parts and were the first to be 
awarded the CPS. The examination consisted of six 
sections as follows: Stenography, including grammar, 
spelling, composition, and transcription—three hours; 
secretarial accounting (primarily interpretative) —two 
hours; general secretarial and office procedures—two 
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houfs; principles of economics, management, and gen- 
eral business administration—one hour; business law 
—one hour; and customer and inter-organizational 
personal relationships—three hours. 

The two-day examination may be taken by appli- 
cants who have been approved by the Committee on 
Qualifications for the Institute. The total examina- 
tion fee is $30. If any sections are not passed, they 
may be retaken two more times. Application for the 
1952 examination must be made to the Committee 
on Qualifications by June 1. Miss Dorothy Bentley, 
611 West Ottawa, Lansing, Mich., is chairman. This 
committee makes a careful study of each applicant, 
including a check with present and past employers. 
Each applicant must be at least 25 years of age. If 
not a high school graduate, there must be a minimum 
of seven years of secretarial experience; if a high 
school graduate, at least six years of experience; if a 
graduate of a business college or junior college, four 
years; and if a college graduate, three years of experi- 
ence. The applicant does not have to be a member 
of the National Secretaries Association nor does he 
or she have to be employed as a secretary at the time 
of the examination. 

., The Institute that prepares and administers the 
“examination is composed of twenty members, eigh- 
teen of which are appointed by the Board of Directors 
of the National Secretaries Association. The im- 
mediate past and current presidents of NSA serve in 
ex-officio capacities. The rest of the membership is 


composed of six representatives from business and 
. industry, six from educational institutions that have 
collegiate level secretarial training programs, and six 
It is directed by a chairwoman known 


(To page 78) 


from NSA. 


EFFORTS of the National Secretaries Associa- 
tion to raise the level of a very vital field of 
human endeavor promises a happier future 
indeed, not only for secretaries, but also for 
the great body of executives the country over 
—men and women who are entrusted with im- 
portant responsibilities and who often are 
hampered in their efforts by secretaries of 
mediocre attainments. 


With the development of a corps of top- 
flight secretaries will come moral and material 
rewards for the secretary and her employer. A 
certain esprit will be fostered in the group, 
and with it recognition on the part of man- 
agement that here is the cream of a highly im- 
portant part of the working force. Salaries 
will undoubtedly be commensurate with the 
individual’s potentialties, and the boss will 
know that the salary is deserved. 


And it is certainly fitting that a group of 
working secretaries should have a part in ad- 
vancing this worthwhile program. 
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Air Music-owned Station WGHF 
with engineer at turntable 


Giant transmitter which sends 
music winging to subscribers 


Music in the Air—New Style 


Led by banks and factories, more and 
more offices are adopting background 
music in its new FM radio form. Less 
office gossip, reduced fatigue, and bet- 
ter management-employee relations are 
among advantages credited to the system 


By ROBERT F. FINEGAN 


“MUSIC While You Work” got its start, somewhat 
inappropriately, during the depression. There is no 
evidence that it ever prevented anyone from hurtling 
himself to oblivion from the twentieth floor of the 
Woolworth Building or from joining the fish in the 
East River, but it almost certainly helped relax the 
taut, overwrought nerves of many desperate souls. 
Today, with the pressure on people’s minds as great 
as it was during the early thirties, though less per- 
sonal and tragic, the need for relaxation from nervous 
tension is still of paramount importance. Music dur- 
ing working hours seems more and more to be the 
answer. It won't solve any world-shaking problems, 
but it can, and does, help to untangle the mind and 
clear the decks for logical thinking. Factories and 
banks, the pioneers in this comparatively new field 
of thought, back up their beliefs with hard-cash and 
feel amply reimbursed by the reportedly increased 
efficiency of their workbench and office staffs. 


“Music While You Work” had a difficult birth and 


‘a thorny childhood. He depended mainly on rather 


tight-fisted foster parents who furnished their own 
turntables, big, crude loudspeakers, and haphazard 
and inadequate programming. Later, he was im- 
proved beyond all recognition by an organization 
known as Muzak, and later still by another organiza- 
tion called Air Music, Inc., the subject of this article. 
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He was an ugly child, with an unmodulated, scratchy 
voice and little or no musical taste. He was expen- 
sive, too, demanding thousands of yards of unsightly, 
troublesome wiring for his screechings. Being such a 
brat, about the only people who would allow him 
into their midst were factory workers, to whom any- 
thing that didn’t clash and clank sounded like music. 


Girls work to music in promotion depart- 
ment of Bowery Savings Bank head office 
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Main banking lobby of Bank of Manhattan’s 5th Ave. and 44th St. branch. 


Note arrow pointing to one of many unobtrusive speakers. 


But he reached puberty without mishap; is now 
rapidly becoming a young man of substance and im- 
portance. 

Air Music, Inc., of 10 E. goth St., New York, played 
its part in his development when it picked up the 
youngster and sent him to college in April, 1950, after 
acquiring a New York franchise for a new supersonic 
development. 

He graduated and went to work little more than a 
month later, polished, perfectly tailored and reason- 
ably cultured. His benefactor (whom, incidentally, 
he is amply repaying for services rendered) in turn 


was beholden to the Marshall Field’s Chicago firm of 
Functional Music, Inc., the parent organization. This 
firm had perfected the equipment which utilizes radio 
FM channels in the radio station transmitter, which 
eliminates voice. The new development brought the 
price of background music service substantially below 
that of wired music services and launched our hero 
on his successful career. 

Air Music began operations on June 1, 1950, util- 
izing the facilities of FM Station WGHF (its own 
station). Now, with less than two years’ work behind 

(To page 72) 


Speaker located in wall niche on banking floor of The J. Henry 
Schroder Banking Corp. serves wide area. 
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- Bustling offices in the days of the bustle. A busy day at Parke-Davis & Co., Detroit. 


As offices looked in the long ago 


Golden days of the roll-top desk. In offices of Metropolitan Life Insurance Co., New York, 1894 
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SAFETY VAULT 


~The “JUNIOR” File 97Y 52.00 


Small enough to fiany nodh large enough 
to keep letters, bi and pers@pal papers or- 
derly. A steel sa vault protects valuables 
(only YOU knowffhe combinatid@). Two ball- 
bearing letter figs. 37 Y2" high, WAY" wide, 
17%” deep. Ce gray baked enathel finish. 


With ona sae for both drawers. 197Y-PL 
00 


The “SALESHPAN’S” File No. 960Y $56.45 
A drawer falfprospects' and customers’ namgs. 
Holds 320@3 x 5 or 4 x 6 cards or cancel 
checks. TW ball-bearing letter files for lette 
and quoyfpions. A steel safety vault protecte 
by a combination dial lock. 43” high, 15%” 
wide, 1” deep. Cole gray baked enamel 
finish. 

With ger-type lock which automatically locks all 
drawer® No. 960Y-PL. ‘ 


Pricedlightly higher in Texas, Colorado, 
and " of the Rockies. 
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COLE 


STEEL 
CABINETS 


SAFETY VAULT 


The “AUDITOR'S” FILE No. 478 $72.50 


Contains: Two ball-bearing letter size drawers; two double index 
drawers for 3x5 or 4x6 cards (6400 capacity) or by removing 
the partitions, for cancelled checks; one safe compartment with a 
combination lock (no key necessary — only YOU know the com- 
bination); also three adjustable storage compartments under lock 
and key. 37%” high, 30%” wide, 17%” deep. Cole gray baked 
enamel finish. 

With plunger-type lock which automatically locks all drawers. No. 478-PL....$81.00 


The “‘PRESIDENT’S” FILE No. 474 $77.90 
Contains: Four ball-bearing letter size drawers; two double index 
drawers for 3x5 or 4x6 cards (6400 capacity) or by removing 
the partitions, for cancelled checks; one safe compartment with a 
combination lock (no key necessary — only YOU know the combina- 
tion). 37%” high, 30%” wide, 17%” deep. Cole gray baked 
enamel finish. 

With plunger-type lock which automatically locks all drawers. No. 474-PL....$86.40 


Prices slightly higher in Texas, Colorado and West of the Rockies. 
CUTS OR PHOTOGRAPHS OF ALL COLE PRODUCTS ARE AVAILABLE ON REQUEST. 


COMES Sem, 


a ee so 


_ 
& 
eee 
_ q 
| 
| 
oe 5 , I See Re ee Oe 


LETTER 
SIZE 


LOCATE YOUR RECORDS EASILY—No more 
need of fussing and fuming. With Pronto files you 
can get ot all records just as easily as in your regu- 
" lar active files. 


SAVE FLOOR SPACE—Constructed so that they 
interlock into solid units and stack as high as the 
ceiling, saving valuable floor space. 


STURDY CONSTRUCTION—Prontos are built of 
275-lb. test corrugated fibre board and reinforced 


cd 
7 
Y 
: 


3 

with steel on the shell and the four corners of the 4 INVO I Cc E gi 

: drawers. eas 4 3 
Pe BEAUTIFUL APPEARANCE —Pronto files are beau- wa, SIZE © 
on tiful in appearance, finished in an attractive olive 4 Nag, 2 
green. The steel drawer front matches your regular 7 ¥ ; ™ y pe 

active office files. 4; . 


- Pie apy mnIe ae y 
CHECK a : 
; SIZE] : 


“These numbers have removable divider partitions. {Packed 6 to a carton—all others 12 to a carton. 


4 + 
#. 7s 
Inside Dimensions FIBRE BOARD STEEL ,. . 
DRAWER FRONT DRAWER FRONT “a ; 
Suggested Uses a i 
File PRICE File PRICE he ze 3 
Width Height Length} No. Single Carton No. Single Carton © ae 
fletter Size 12% .. 10%. . 24 | £210 .. $3.55. $3.45 1210L. . $4.45. $4.35 : 
tletter Size |... 12% .10%..15 | E210S . 3.45 3.35 1210S... 4.35... 4.25 : 
tlegol or Cop _ 15% .10%..24 | E510. 435... 4.25 ISIOL. . 5.60 5.50 ; 
Invoices SS 10% .. 8%..24 | E109 3.20... 3.10 109L.. 3.95 . 3.85 
*2 Rows 8x5 Forms 10% .. 8% ..24 | E108 .. 350.. 3.40 08L. 4.25... 4.15 
“Invoices or 2 Rows 8x5 || 10% .. 8% .. 18 | EI0BM . 3.45. 3.35 108M . 4.15... 4.05 
Freight Bills he... . Min 3.00. 2.90 1971L 3.55 . 3.45 
Checks 10/, . 4% ..24 | E104 . 3.05... 2.95 104... 3.95. 3.85 
Drafts or Checks >. @..8 oe... 2... 1941L... 3.00... 2.90 
Drafts or Checks "5 4%, ..18 | E94M 25... 23 1941M . 2.95 . 2.85 
5x8 Forms 6% .. 5% .24 | £85 .. 2.70 © 240 || 18SIL.. 3.30. 3.20 
Deposit Slips (2 Rows) 8% .. 5%-..15 | E855. 260. 2.50 1851S... 3.20. 3.10 
Deposit Slips 8% .. 4%, ..24 | E84 . 2.40 . 2.30 1841L. . 3.00 2.90 
Tabulating Cards 7y 3%. . 24 eo. Oe... ae 73IL. . 2.95 2.85 £ 
, *3x5 Cards (3 Rows) le, . 4..24 | £64 2. 435.. 4.25 1645L.. 5.60. . 5.50 xt 
q *4x6 Cards (2 Rows) 12% . 5 - 28 | 6M .. 322 . 2.10 1245L.. 3.95... 3.85 ‘ 
*3x5 Cards (2 Rows) 10% . 3%..24 | E103 .. 3.05 2.95 103L . 3.85.. 3.75 
es Vouchers (Upright) Se .. 10%... 24 | £592... 3.35 3.25 || I592L.. 4.25. . 4.15 
7” +) tledger Sheets % ..2 . wii 405... 3.95 912L.. 4.90 4.80 
tledger Sheets - | 12% ..1%. 18 | E12 5.15... 5.05 1212M . 6.70.. 6.60 
ok 


pronto... .... 
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“FORE!" 
Albert E. Sloan, president of Albert E. Sloan, Inc., 
620 North Michigan Ave., Chicago, improves his 
scoring by practicing putting daily (during his lunch 
hour, of course) on a miniature golf course installed 
in his new offices. Sloan's direct mail promotions 
gross $18,000,000 annually in retail sales for furni- 
ture and jewelry stores throughout the country. The 


new offices were designed by Herbert Baker Adver- - 


tising in warm tones of beige and grey-greens. Cus- 
tom carpet installation was made by Trend Floor- 
coverings, Inc., Interiors for Living, 1147 Merchan- 
dise Mart, Chicago. Drapery fabrics are from Mitch- 
ell-David, Chicago. 


NOMA HOW SHOP 
The first How Shop of the National Office Manage- 


ment Association was conducted at the Warwick Hotel 
in Philadelphia on March 17 and 18. Registrants from 
five states were guided through a thorough coverage 
of office reproduction processes by Irvin A. Herrmann 
of Servel, Inc., Evansville, Ind., and George J. Hart 
of Shell Oil Co., New York. The second NOMA How 
Shop will again be on reproduction processes with 
Mr. Herrmann continuing as leader. It will be held 
on May 22 and 23 at the Fairmont Hotel in San 
Francisco, Calif. The fee, including two lunch y 
$50. All registrations are in advance and may be 
made through Art Gager, NOMA, 132 West Chelten 
Ave., Philadelphia, Pa. Shown here is a picture of the 
registrants at the recent Philadelphia meeting. 


NEW TODD CHECK DESIGN 

Standing before a huge Mosler bank vault door, John 
C. Wenrich, check design artist for the Todd Co 
Rochester N. Y., shows his latest design to John 
Mosler, vice-president of the Mosler Safe Co., Ham- 
ilton, Ohio, and New York. Called "Beauty in Bank 
Checks,” an exhibit of Mr. Wenrich's pen-and-ink 
designs for the Todd Co. was recently displayed in 
Mosler's Fifth Ave. show windows, and is now travel- 
ing the “bank circuit” throughout the country. 
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NEW PLANT AND OFFICES 


Incorporating the most advanced engineering, equip- 
ment and architectural design, the country's newest 
plant for sensitizing and converting paper, film and 
cloth has been put into operation by the Charles 
Bruning Co., Inc., manufacturers of technical paper, 
drafting supplies, and Copyflex whiteprint machines 
and paper. 

The new building is at Teterboro, N. J., and houses 
the national management offices, formerly located at 
100 Reade Street, New York, as well as the research 
laboratories and manufacturing operations formerly 
located in different sites around metropolitan New 
York. The Bruning Company also maintains four other 
manufacturing plants and 13 additional sales offices 


GLOBE-WERNICKE INSTALLATION 


Equitable Life Assurance Society's Peoria, Ill., region- 
al office and its eleven down state district offices 
have been completely equipped with Globe-Wernicke 
office equipment. Shown here is the private office of 
the assistant manager of the Equitable Life Assur- 
ance Society's regional office, one of four similarly 
equipped private offices. A Globe-Wernicke Stream- 
liner conference desk and molded top table are in 
the office, together with a filing cabinet and other 
office .accessories. 


located strategically throughout the country. Views 
of the new quarters (above) show: (from the, left): 

The new paper sensitizing and converting plant of 
the Charles Bruning Company, Inc., Teterboro, N. J. 

Advertising, purchasing and sales departments. 
Furnishings are dark green to harmonize with the 
pastel green color tone of the walls. Executive offices 
are furnished in a contrasting walnut color. 

Above, right: Equipment for sensitizing and con- 
verting paper, film and cloth, has been made in the 
facorty from new designs developed by the Bruning 
Company. Here is a new machine used for treating 
and sensitizing specialized products, such as films, 
tracing cloths and tracing papers. 


PLANNING COUNCIL MEETS 
The Planning Council for the Office Machines Uti 
ization Clinic which will be held in conjunction wi 
the National Business Show during the week of Oc 
tober 20, held its first meeting on March 26 in the 
offices of the Office Executives Association. Left # 
right at the table: Elmer L. Helm, Shell Oil Co: 
Robert W. Cockrell, The M. W. Kellogg Co.; Georg 
W. Oliver, Jr., Thomas Mechanical Collator Corp: 
Harry C. Anderson, H. C. Anderson Mimeograpt 
Corp.; and Rudolph Lang, managing director of th 


National Business Show. 
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new things 


— woe 


un the news 


TOMORROW'S OFFICE TODAY 


is the theme of the Wood Office Furniture Institute's 
exhibit at the National Office Management Associa- 
tion in San Francisco, May 18-22. This year's show, 
to occupy more than 4,300 square feet, will display 
Institute members’ furniture in modern office settings, 
a departure from previous exhibits in which each 


WOPFI exhibitors occupied an individual space. A spe- 
cial area of the WOFI exhibits will display winning 
entries in the Institute's nation-wide student competi- 
tion for desk and chair designs. Grand prize winner 
will receive an expense-paid trip to San Francisco 
to his $1000 prize at the NOMA exposition. 


OT ae 


ae 


THE OULD SOD 

gets a wee bit springier come March I7 every year, 
- when oe York's bres — a —— green 
ines stripe down its middle and such notables as Mayor 
tion. with NEW UNDERWOOD FOR HUDSON GUILD Vincent O'lmpellitteri and James O'Farley take the 
k of Oc§ Mrs. Madeleine M. Low, president of the board of salute fro 100,000 or so “Irish paraders. This 
26 in the tustees of the Hudson Guild, watches Miss Sylvia year even the O'SoundScriber Corp. got in the act. 
. Left tf Lewis, financial secretary, try out their new Under- Pretty colleen Paula Shea is shown here presenting 
Oil Co:§ wood typewriter at the Neighborhood House, 436 the Kelly-green SoundScriber discs, Perea on any 
; George West 27th St., New York. The Hudson Guild, which home three-speed machine, which held a recording 
or Corp:— has been operating for 57 years, has had a tremen- made by New York Mirror columist Nick Kenny for 
neographh dously beneficial influence on the lives of low in- Mayor Impellitteri and Jim Farley, noted Democratic 
or of thf come people living in the neighborhood between 23rd political leader. Chairman of the St. Patrick's Day 
St. and 42nd St. affair, John Sheahan, is in the center. 
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OFFICE MANAGEMENT AND EQUIPMENT 


NEW FURNITURE LINE 
Precision Mfg. Co., 829 Chicago Ave., Evanston, Ill., 
is readying a new line of expensive furniture for the 
market. Seats and backs are of plastic webbing 
that comes in various colors. The metal frames are 
available in a variety of colors of baked enamel or 
in a chrome finish. The ends of the woven straps 
(see inset) are permanently fitted into metal clips 
which are shaped to lock into matching slots in the 
tubing. A matching magazine and lamp step table 
is also offered in this line. 


Left, top to bottom— 
THE FLYING TYPEWRITER 

an electronically operated ultra-high-speed printer, 
capable, according to the manufacturer, of printing 
the entire text of "Gone With the Wind" in two 
hours from magnetic tape, has been introduced by 
Potter Instrument Co., Great Neck, Long Island, N. Y. 
The Flying Typewriter types 24,000 characters a min- 
ute, typing a full line at a time. The new machine 
can be used as a digital computer and adapted to 
handle data or coded information transmitted b 
narrow-channel radio link or telephone and telegrap 
lines as well as the serial coded information of mag- 
netic tapes. 


BINARY-OCTAL CALCULATOR 

which "pre-digests" figures before they are put into 
the giant electric computers, is offered by Marchant 
Calculating Machine Co., 1475 Powell St., Oakland, 
Calif. The calculator, which was introduced at the 
National Business Show in New York, last fall, was 
developed jointly by Marchant and Raytheon Mfg. 
Co. No larger than a conventional model, it handles 
conversions from the usual decimal method of figuring 
into the two-digit binary system and vice-versa by 
solving pre-problem and interim-problem calculations 
and by programming computations to run on the 
complex, electronic digital computers. Shown here is 
the Marchant-Raytheon binary-octal calculator being 
used by girl at North American Aviation, Los Angeles, 
Calif. 


CODIT SYSTEM 

for confidential dictation is the latest addition to the 
new Voice-Master dictating machine introduced by 
Magnetic Recording Industries, 30 Broad St., New 
York. The Codit system provides a different code for 
every user and carries its own formula certificate. Each 
certificate becomes the property of the individual 
Codit disc owner and is insured for $10,000 against 
counterfeiting, alteration or duplication. The Codit 
system retails at $25. won 
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NEW SPEEDI-SEAL ENVELOPES 
Curtis 1000 Inc., Capitol Ave. and Flower St., Hart- 
ford, Conn., has introduced its new Speedi-Seal 
envelopes, featuring instant sealing without moisture. 
The two gummed strips are pressed together to seal. 
Speedi-Seal is available in a wide variety of standard 
sizes and styles and can be furnished on some special 
items with either open side or open end construction. 
Shown here is a group of various types of envelopes 
with Speedi-Seal. 


Right, top to bottom: 
NEW RADIANT CEILING 

The Architectural Products Division, Burgess-Manning 
Co., 5970 Northwest Highway, Chicago, has intro- 
duced a new radiant ceiling that combines radiant 
panel heating and radiant panel cooling with acousti- 
cal control. The ceiling was developed under license 
of Norwegian patents held by Gunner-Frenger and 
operates on the principle of water circulating through 
pipes, hot in winter, cold in summer. Shown here are, 
top, Burgess-Manning ceiling with draftless ventilation 
installed in engineering drafting room. Bottom, ex- 
perimental Burgess-Manning ceiling installed in mod- 
ern office. 


NEW ECONOFILE 


The Vue-Fax Corp., 90 Gold St., New York, has intro- 
duced a new addition to its line of filing systems, 
the Econofile, designed for smaller businesses. It 
incorporates all the features of the Vue-Fax standard 
line of visible record systems. Econofile has horizon- 
tal, vertical and diagonal margins of visibility, en- 
abling quick and easy reference to accounts receiv- 
able, inventory, personnel, production, and sales re- 
cords. It is equipped with a margin control spacer 
base, transparent plastic panels, and is rigidly con- 
structed of steel and finished in crystal grey. It is 
available in four sizes, holding from two to eight 
thousand cards. 


NEW LOOSE-LEAF SORTING UNIT 
Sort-O-File now offers its new ballbearing shuttle- 
carriage type sorting machine, the LL-6300, for large- 
volume sorting of cards, checks, letters, invoices, 
orders, sales tickets, business papers and public docu- 
ments. A single tray may be used as a desk model 
sorter, or an unlimited capacity may be obtained 
when the trays are mounted on the shuttle carriage. 
All trays and dividers are made of lightweight alumi- 
num. The body of the dividers are electrostatically 
painted a non-glare, instrument black. The stand, of 
seamless steel tubing, enameled office grey, has floor 
level adiustment by means of screw-jack casters and 
accommodates two shuttles with a corresponding com- 
plement of trays and shelving space. The unit is 
manufactured by Associated Industrial Designers, 
P. O. Box 12562, Los Angeles 39, Calif. 
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TARGET PUNCH REINFORCER 
designed to prevent loose-leaf sheets from pulling 
out of the binder, is available from its distributor, the 
Aigner Index Co., 97 Reade St., New York. The 
new machine applies neat patches of tough cello- 


phane tape as it punches holes in the paper. The . 


tape used is a special cellophane, gummed on one 
side with a pressure-sensitive adhesive, Where holes 
are wanted without tape reinforcement, the tape- 
applying mechanism is released with a touch so that 
no tape is used. Two models of the machine are 
available: 3-hole for loose-leaf binders and 2-hole for 
2-post ledgers. 


RECESSED LUMINAIRE 


Holophane Co., 342 Madison Ave., New York, has 
developed a new low brightness recessed luminaire, 
No. F-1570. The new lighting unit features a larger 
lens and a narrower trim, and has the “optical train," 
consisting of a square prismatic reflector and a con- 
cave Controlens. Utilizing this Controlens, high bright- 
ness is always on the near side of the lens and thereby 
shielded from the observer at any normal viewing 
‘angle. The photograph shows the unit as well as the 


SORTING LOTION AND DISPENSER 
The new Kup-Kot sorting aid and lotion has been 
introduced by Vegas Mfg. Co., 207-21 Edison St., 
Salt Lake City, Utah. Designed to be worn like a 
wrist watch, and available in small, medium and large 
sizes, to fit any wrist, the Kup-Kot has a lightweight 
all-aluminum band and hollow disk. This disk contains 
a colored sponge which, soaked with a special anti- 
septic lotion, supplies adhesive action coating for 
the finger tip. The center cup holds the sleeve back 
and does not drip. Sorting lotion refill bottles are 
available. Kup-Kot retails at $2.50 per set, postpaid. 


reflector and Controlens. 
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HOW TO GET DAYLIGHT 
without windows was one of the problems faced 
the architectural firm of Voorhees, Walker, Foley§ 
Smith in its remodeling of the attic in the Sca 
N. Y. telephone building into a rest room and dini 
room. The sloping roof prohibited windows, of 
ventional monitor skylights would be too costly # 
take too long to install. Finally the firm settled 
a single large Wascolite Skydome in the rest ro 
(left) and cafeteria (right). Wascolite Skydons 
= manufactured by Wasco Flashing Co., — 

ass. 
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The Commercial Controls Corp. ——— 

sorting rack and mailroom table ; 

combination features adjustable 

compartments at a convenient 
height 


E.quipment 


PEOPLE in the mailroom equipment and machines 
industry seem to think that raw materials will come 
a little easier this year. In any event, leading manu- 
facturers indicate that they will be able to produce 
the same amount of products—perhaps more—than 
last year. Where floor covering materials are con- 
cerned, heavy demand seems to be the chief deterrent 
to prompt deliveries of stock items. 


Borg-Erickson Corp. reports that current conditions have 
not caused it to slow production of its parcel post scales. 
Average shipping date is about a week or ten days. 

The Borg-Erickson parcel post scale weighs five pounds; 
has an 8 by 10-inch platform. Entire scale is two inches 
high. Scale capacity is 50 pounds in two ounce increments. 
Costs $12.50. 


Buckens Mfg. Co. has brought out an improved model 
Doall letter opener. This is a manually-operated unit with 
alever-operated precision ground lifetime steel cutting 
blade. Takes all letters up to five inches. Shavings fal! 
into concealed removable tray. 


Commercial Controls Corp. reports the following models 
available in the mailroom equipment line for general office 
purchase: mailroom tables, mailroom sorting racks, letter 
scales, parcel post scales, MultiOpener—electric letter open- 
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Roundup— 


This month—Mailroom equipment, 
addressing machines, floor covering 


Directory of Manufacturers on page 54 


er, MultiSealer—electric letter sealer, mailbags, mailbag 
holders, Multipost—stamp affixer, MailMaster—opener, 
sealer and stamp affixer. 


The Dick Mailer Co. reports a new semi-automatic 
labeler which uses roll strips of addresses for addressing 
newspapers, magazines, catalogs, envelopes, and direct mail 
pieces up to 10,000 per hour. 

Dick Labelers apply paste, move address, strip forward 
the exact distance of the label, cut it off and stamp it in 
position. All the operator does is simply lower the-front 
of the Dick Labeler by a slight wrist movement onto the 
spot for the label and it is pasted im position. All the other 
operations are automatic. 

The Dick Labeler is designed for uniformly sized labels 
from %-inch to l-inch in depth to accommodate addresses 
from 1 to 5 lines. Between these limits the Dick Labeler 
can be adjusted to any depth dimension regardless of size 
or type or printing. The exclusive feature of handling 
strips of type-written labels as well as stencil and plate 
strip labels is made possible by a simple built-in adjustment 
lever that operates instantly to compensate for possible 
slippage or stretch between addresses. 


Equipto Division of Aurora Equipment Co. reports that 
its line is intact. Equipto’s contribution to this feature is 
a mail sorting unit, No. 1196-88, which gives sorting space 
as well as some working and storage area. Actually two 
units—No. 1196 and No. 88—the first of which is the sort- 
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Tools of the Office 


ittg rack with 42 adjustable openings with over-all dimen- 
sions of 42 inches high, 26 inches wide and 12 inches deep. 
No. 88 is the unit upon which the sorter stands—measuring 
36 inches wide, 28 inches deep and 39 inches high. Total 
Price $75.55. 


Hanson Scale Co. reports, “Current emergency condi- 
tions have not forced us to curtail our line, but we have 
used plastic in our new Hanson Junior postal scale, Model 
158 to save on metal as well as improve the design of the 
scale. We have one other plastic model which has also 
helped conserve our metal supply. 

Hanson Jr. has a capacity of eight pounds in half-ounce 
increments. Has postal chart on the platform. Mechanism 
is suspended on a steel channel independent of the case. 
Costs $3.25. Hanson has a catalog (No. 27) describing 
its line. 


I. J. Knoll Co. points out that its letterfolder, Foldrite, 
is not a substitute for the electrical folding machines now 
on the market which are designed for bulk production only. 
Actually it is a letter creaser designed for individual letters 
as well as moderate quantities of circulars. Placing the 
sheet on a guided surface and one stroke makes two sharp, 
properly spaced creases in an 8% x 11 sheet, leaving it 
ready for insertion in a No. 10 or No. 9 envelope. 


Pitney-Bowes, Inc. says that its model DM, desk model 
postage meter, prints postage as it is needed directly on 
the envelope, for any kind of mail. Prints a dated post- 
mark, and (optionally) a small postmark advertisement. 
Handles parcel post by means of a gummed postage tape 
dispenser attachment, and has a self-contained moistener 
for sealing envelope flaps. The DM can be set for as much 
postage as is wanted, protects postage from loss, damage 
and theft. Keeps its own accounts automatically on visible 
registers. The DM, not much bigger than a desk tele- 
phone, is so simple in operation that anybody can learn to 
use it in a few minutes. 

During World War II Pitney-Bowes instituted a “Month- 
ly Machine Inspection Agreement” plan by which, for a 
small fee, the mailer using Pitney-Bowes postage meter 
equipment would be afforded a monthly cleaning, oiling, 
and adjustment of his machine by an accredited PB service- 
man, just as he has received regular meter inspections 
which are a part of the original contract. Mailers are using 
this Machine Inspection Agreement in increasing numbers, 
which will undoubtedly add to the life of PB machines now 
in service. 


Dick Mailer Co. labeler pastes, cuts 
and stamps label at slight twist of 
wrist 


Pelouze Mfg. Co. reports that its A-5 A-Line postal geaj 
is readily available in capacities of five and ten Ibs, 
all of the various postal rates as shown on the dial. It js 
also available in 25 and 50-pound capacities showing pare 
post rates by zones, only. 

“We have not shortened our line,” Pelouze says. “Rather! 
we have recently brought out this new A-Line which sayy 
3 2/10 lbs. of sheet steel per scale by substitution of a 
8-ounce aluminum casting to support the mechanism, 

“The A-5 A-Line postal scale is the most popular, It jg 
truly modern in appearance—harmonizing with moden 
offices; has a slender red pointer behind the figures on th 
dial, instantly showing the exact postage required. W, 
have no extended delivery dates on any of the models.” 


Standard Duplicating Machines Corp. reports: “Curren 
emergency conditions have not caused us to shorten oy 
line. Our entire line of Standard Envelope Sealers ar 
available for general office purchase.” 

Standard Envelope Sealers are available in three models— 
the G, the R and the Junior Sealer. Models G and R Seal. 
ers are the most popular. These two machines automatical- 
ly feed and stack envelopes. On the Standard Model G, 
hand-operated enevelopes move into the receiving hopper 
with the turn of a crank. On the Standard Electric Model 
R, everything is automatic. Either model, the G or R, 
takes envelopes up to 7 inches in width and any length. 
The Junior Sealer handles any size envelope. 

A feature of all Standard envelope sealers is the vacuum 
suction feed moistener. The reservoir holds enough water 
for sealing 10,000 envelopes. Water flows only as used. 
The partial vacuum above water level in reservoir, the 
capillary action of metal passage, and the surface tension 
of the water at the slot combine to overcome gravity and 
hold the water from flowing out. The envelope flap passing 
over the slot creates suction which draws the right amount 
of water from the reservoir to moisten the entire flap, as- 
suring proper sealing of every envelope. The contact plate 
brings every portion of the gummed flap in contact with 
the moistening slot. 


Pitney-Bowes desk postage meter prints envel- 
opes or gummed tape 


Manual Buckens Mfg. Co. letter opener 
handles envelopes up to 5 inches long 
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Standard Duplicating Machines Corp. Model 
G sealer 


L. to R.: Pelouze A-5 postal and Toledo Model 419 
mail and Parcel Post scales 


Commercial Controls Corp. 
Model 970 scale 


Aurora Eqpt. Co.’s Equipto 


mail room unit 


Standard envelope sealers G and R are designed to seal 
envelopes by means of self sealing stack without application 
of mechanical pressure. This patented feature is exclusive 
to the Standard. It prevents the squeezing out of surplus 
water, gumming of mechanism, dislocation of flap, injury 
to mail matter comprising irregular or uneven content such 
as samples, paper clipped enclosures, etc. 

Standard envelope sealers range in price from $15 to 
$167, depending upon the model and geographical location 
of purchaser. Delivery 30 days. 


Toledo Scale Co. reports that all seven models of Toledo 


Mailing and Parcel Post Scales are being delivered on a 
current basis. 
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Tools of the Office 


Left: Borg-Erickson’s scale handles up to 50 pounds. 
Right: The Hanson Jr. of Hanson Scale Co. 


- 4 


Knoll letterfolder is designed to handle small 
quantities best 


Electrically operated MultiSealer of the Com- 
mercial Controls Corp. 


To assure continued accuracy and weighing service, To- 
ledo users can take advantage of the Toledo Maintenance 
Agreement which provides for periodic scale inspection 
and maintenance by fully qualified, factory-trained 
mechanics. 

Toledo Model 419 Mailing and Parcel Post Scale, a rapid, 
accurate computing fan scale, is considered ideal for office 
use. Fully automatic, the Model 419 indicates weight and 
computes postage instantly, eliminating human errors re- 
sulting from mental calculations. For domestic weighing, 
this Toledo can be equipped with either 3-pound or 5-pound 
charts. Both charts have %-ounce graduations, compute 
air, third-class mail, first and second-class mail, surface and 
air parcel post. 
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Tools of the Office 


Addressing Machines 


Addressograph-Multigraph Corp. announced late last year 
the release for sale of a new Automatic Graphotype ma- 
chine, Class 6700, that is controlled entirely by perforated 
tape, completely eliminating manual operation of the 
Graphotype keyboard. The machine automatically feeds 
blank Addressograph plates; embosses Addressograph 
plates with proper character spacings, tabulations and line 
spacings; rolls characters to uniform height; ejects plates 
in filing order, and then stops by tape control—or when 
tape runs out—or when last plate leaves feed magazine. 

This method of operation greatly increases the rate of 
production of embossed Addressograph plates for individual 
machines and in addition makes it possible, on multiple 
machine installations, for one attendant to supervise the 
operation of as many as ten Automatic Graphotype ma- 
chines at a time. 

The perforated tapes used in Automatic Graphotype 
equipment are prepared on either the Teletype Tape Per- 
forator or the Flexowriter and are interchangeable. Both 
machines are equipped with electric typewriter keyboards 
and operate at typewriter speed. With the Flexowriter, 
composition for the embossing of Addressograph plates on 
Automatic Graphotype machines is a by-product of routine 
typing operations. Perforated tapes can be prepared in 
one office and the embossing take place at another loca- 
tion at any subsequent time. 

The development of this new, highly efficient business 
tool for the further mechanization of paperwork is in line 
with Addressograph-Multigraph’s long established policy 
of providing office machines that can be effectively used 
alone, together or in combination with other office equip- 
ment. 


Elliott Addressing Machine Co. reports its line intact, 
with normal deliveries applying. : 

Elliott sends a picture of its Model G-EW Automatic 
Envelope Feed Addresser. This model automatically feeds 
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Top, 1. to r.: Master Addresser Co. Model 40; 
Nettle Office Equipment Co. Model 200 Address. 
R; Addressograph-Multigraph Corp. Class 6700 
automatic Graphotype machine. Bottom:two 
views of the Weber Addressing Machine Co. 
Tag-O-Graph Model KC. 


envelopes and address cards. It can be equipped with an 
automatic selector. When so equipped, if an unwanted 
address comes along, this machine will not print that ad- 
dress card and it will not feed a blank envelope through 
the machine. Model G-EW is capable of feeding and ad- 
dressing 6,000 pieces per hour. 


Master Addresser Co. reports “We have not dropped any 
items from our line because of emergency conditions. We 
have failed to add an item or two that we would normally 
have added.” 

Like other Master Addressers, the Model 40 requires no 
stencils or plates, no ribbons or ink. Instead, addresses are 
printed by the spirit transfer process from a long strip of 
paper tape which the user prepares in his own office. The 
tape can be re-used many times over a period of years. 

The Model 40 Master Addresser advances the tape auto- 
maticaliy from one address to the next. It is equipped 
with a variable margin guide to accommodate almost any 
size or shape mailing piece. Metered fluid control and 
roller moistening assure the highest quality of prints and 
the maximum of reprints from the master tape. 

“We are running three to four weeks behind orders on 
the Portable Spirit Duplicator which was added to our line 
last fall,” the company advises. “Deliveries on other items 
are current most of the time.” 


Nettle Office Equipment Co., offers the Model 200 A- 
dress-R, a portable addressing machine using metal plates. 
Plates are fed automatically and print through a ribbon 
that winds and reverses automatically. Takes any size paper 
or envelope. Will make carbon copies. Capable of produc- 
ing 1200 impressions an hour size 13 inches square by nine 
inches high over-all. Price $110, plus tax. 


Scriptomatic, Inc., makes two models of addressing ma 
chine suitable for large volume mailing operations. 
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L to r-: Elliott Model G-EW 

automatic envelope feed ad- 

, and Scriptomatic 
Model 201 


“The machine employs a principle of chemical printing 
which is now employed in several duplicating machines,” a 
matiufacturer’s brochure says, suggesting that the spirit 
type of duplicating is used. 

“Model 201 Scriptomatic may be used for addressing 
postal cards, letterheads, envelopes, bills, folders, wrappers 
and many business forms of practically any size,” the com- 
pany says. 

The imprint may be placed practically anywhere upon the 
sheet. 
that is filled directly from the file drawers. The magazine 
will accommodate about 2500 masters at a filling. Masters 
retain their original file order throughout the machine 
operation. They are automatically stacked, ready for return 
to the files. Master cards are vacuum-fed into grippers 
which accurately convey them into rolling pressure contact 
with the copy stock. 

The copy stock is similarly fed automatically by vacuum 
and held by grippers on a revolving cylinder. Copy stock 
is ejected and stacked in the same relative order as the 
master list. Magazine and stacker which handle the copy 
stock will accommodate a similar quantity to that of the 
master feeder. With each machine cycle, a local, controlled 
application of solvent is automatically applied to the copy 
stock which prepares it for chemical printing when in pres- 
sure contact with the masters. 


Weber Addressing Machine Co. describes its new Tag- 
0-Graph Model KC label addressing and marking machine. 
The machine will print and address shipping labels, or print 


Feeding of masters is automatic from a magazine * 


and mark identification labels, in one operation from a roll 
of plain gummed or ungummed label stock. Model KC 
reproduces from a stencil which can be quickly and easily 
prepared on a typewriter, or which can be hand-written or 
hand-lettered with a stylus furnished with the unit. Long 
life stencils, which will give several thousand clear, sharp 
and legible reproductions, are available in three sizes print- 
ing 9, 12 or 15 lines. An outstanding application is the use 
of form cut stencils whereby a shipping label or identifica- 
tion label is printed, addressed or marked, and cut off to 
proper size. Special process ink insures water-proof and 
fade-proof permanent impressions. Stencil change is made 
insa matter of seconds. 


Machine is adjustable to print and cut off labels from 
a minimum size of 7%-inch x 2-inch to a maximum size 
of 34-inch x 6-inch. Simple adjustments permit quick 
changes for various sizes. Label stock is automatically fed 
through the machine and 100 printed labels are turned out 
per minute. A counting device tabulates the exact number 
required. Feed mechanism insures uniform and positive 
registration, each label bearing identical imprint. No com- 
plicated mechanism means anyone can operate the machine. 
Use of machine assures accuracy and results in savings in 
time and label costs. 


Machine is available in manual or electric models. Elec- 
tric model is equipped with pre-set automatic cut-off count- 
ing device. Sturdy construction and precision engineering 
insures many years of trouble-free service. Weight is 22 
Ibs. Over-all size is 9-inch x 20-inch x 11-inch which gives 
user portability. Availability—four weeks. 


Floor Covering—asphalt, rubber, linoleum 


Respective views of Uvalde Rock Asphalt and Kentile 
floor covering 


_ American Biltrite Rubber Co. announced late last year 
Its entry into the low-priced floor covering field, with the 
introduction of its new combination rubber and_ plastic 
Product called Amtico Plastex Rubber Flooring. 
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“This new product combines desirable characteristics of 
both rubber and plastic,” said Robert G. Marcus, general 
manager of the Rubber Flooring Division of American 
Biltrite Rubber Co. “It has already met with tremendous 
enthusiasm among the distributors and dealers who have 
previewed it. Amtico Plastex now makes it possible for 
millions to get rubber flooring quality at a price no higher 
than ordinary floor coverings. For that reason, we are 
rapidly gearing our factory facilities to high production of 
this big-volume, profitable item.” 

The new material is conveniently packaged for over-the- 
counter trade in cartons holding 36 square feet of 6 by 6- 
inch tiles; and 40% square feet of 9 by 9-inch tiles. Marble- 
ized colors include white, black, blue, cream, sand, red, 
green, grey, lilac, coral, and cadet blue. 

Armstrong Cork Co. says that current emergency condi- 
tions have not seriously affected its line of floor coverings 
at this time. The gauge of linoleum has not been affected. 
The same proportion of heavy, standard and light gauge 
material is being produced. Total yardage has increased. 

“All types of floor coverings in our line are available for 
general office purchase,” Armstrong reports. “Delivery 
dates have not been affected by the emergency at this time.” 
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Top to bottom: over-all pattern of Gold Seal Nairn 

inlaid linoleum gives office spacious effect; Robbins 

Floor Products’ rubber and vinyl plastic floor tile 

in an attractive checkerboard pattern; Tile-Tex Co.’s 

asphalt tile uses crossing lines to produce neat look- 
ing floor 


Armstrong produces linoleum, asphalt, rubber and cork 
tile in a broad range of plain colors and combination de. 
signs. The company also makes acoustical materials for 
ceilings and wall coverings. 


Congoleum-Nairn Inc. illustrates its Gold Seal Nairy 
Inlaid Linoleum actually in commercial use (see photo), 
It is %-inch gauge with a burlap backing. The pictures 
show a marbleized coloring which goes right through to 
the back. 

“Current emergency conditions have not hindered our 
production of linoleum in any way and our entire line js 
now available for general office purchase,” the company 
reports. “Naturally, frequent waxing will enhance the 
appearance of the linoleum as well as lengthen its life.” 


Delaware Floor Products, a division of Congoleum-Nairp 
Inc., describes its heavy-gauge Flor-Ever (.90 tile) which 
will give long service with a minimum of care and mainte- 
nance, because of its smooth solid surface. Heavy-gauge 
Flor-Ever is a heavy-duty vinyl plastic floor covering lami- 
nated under great heat and pressure, to a saturated, permo- 
sealed felt backing to assure ease of installation and eco- 
nomic handling by the mechanics. 

This product, in the .90 point gauge, is available in five 
colors at this time: No. 19 (Kohinoor); No. 26 (Silver 
Fox); No. 38 (Sage Green); No. 28 (Dawn Gray); No. 40 
(Nutmeg). In approximately three months they expect to 
have two additional colors in this gauge: No. 43 (Blonde 
Mink), and No. 44 (Ranch Mink). 


Hachmeister, Inc. announced last month the introduction 
of a new all-purpose plastic floor tile under the brand name 
of Vinylflex. This new material has the following out- 
standing characteristics: 

Has flexibility to conform to floor irregularities and has 
the ability to be used over almost any sub-floor—including 
the sub-grade installations; simple to install and clean; non- 
shrinking and non-curling; Vinylflex has high resistance to 
greases, fats, oils, acids, alkalis, gasoline and naptha; it is 
resilient, easy on the feet, noiseless and has high slip 
resistance—a real safety factor; needs no waxing. 

Vinylflex has exceptional resistance to furniture indenta- 
tions over a wide range of temperatures; it is competitive 
in cost to other moderately-priced flooring products, and it 
needs no expensive adhesive to install. Vinylflex is long 
wearing, unaffected by paint, and is highly flame-resistant. 


Johns-Manville Sales Corp. reports that its asphalt tile 
flooring, available in plain and marbleized colors, is mois- 
ture-resistant, resilient under foot, fire and indentation re- 
sistant, and long wearing. 

J-M asphalt tile is furnished in thicknesses of % and 3/16 
inches and in sizes of 9 by 9, 10 by 12 and 18 by 24 inches. 
The company reports that its asphalt tile is highly suitable 
for basement and on grade floor installations. 

Johns-Manville’s Terraflex flooring is a composition of 
vinyl resins and asbestos. It comes in the form of tile. 

“Terraflex is extremely resilient,” J-M says. “Its colors 
have a clarity, vividness and warmth hitherto available only 
in rich carpetings. Marbleizing in each tile creates a pleas- 
ing design in contrasting yet harmonious tones. It is un- 
affected by grease and oil, alkaline moisture, and mild acid 
solutions. Ideal for below grade and on grade installations. 
Has high flexibility, yet high indentation resistance.” 


Kentile, Inc. reports no inconvenience attributable to 
current conditions. 

Kentile asphalt tile, rubber tile, Kencork (Kencork tile), 
Kenbase, and all other sundry items, are in good supply, 
the company reports. 

Kentile Asphalt Tile is made in 26 colors, costing from 
20 to 35c per sq. ft., installed. The only maintenance re- 
quired is washing as needed and occasional waxing. Will 
wear for years in heavy traffic areas. Can be installed any- 
where, including on concrete below grade. 


Robbins Floor Products, Inc., manufactures a line of 
modern resilient flooring. The company’s rubber and vinyl 
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plastic floor tile, cove base, corrugated runner and other 
related products are “ready-made” for offices, institutions, 
public buildings and homes. Wide choice of colors and= 
patterns allows selection of floors to match any decorative 
scheme. 

Delivery of Robbins flooring, both rubber and vinyl 
plastic, can be made immediately by any of their distrib- 
utors located in all leading cities. 


Sloane-Blabon Corp. says current emergency conditions 
have not caused it to shorten its line of floor covering 
products. 

Sloane-Blabon points to its Koroseal Tile Supreme as a 
resilient flooring available for use in residential, office and 
shop installations. It is an all-vinyl plastic flooring that 
resists wear, fading, indentation, grease and alkalis. It 
comes in two patterns—Crystaltone and Marbletone. It is 
available in 19 bright colors and can be installed in any type 
of subfloor above grade level or any properly prepared sub- 
floor on or below grade. It is %-inch gauge, and tiles are 
9 inch x 9 inch and 6 inch by 6 inch. 


Tile-Tex Division of Flintkote Co. says that it has ex- 
perienced no material shortages, that all the lines are still 
available, and that normal deliveries still apply. 


Uvalde Rock Asphalt Co. says, “The current emergency 
conditions have caused no shortage of the materials used in 
our manufacturing process. In fact, we have been able to 
add to our line of flooring products a new type of plastic- 
asbestos floor tile under the trade name, Vina-Lux Re- 
inforced Vinyl Tile.” 

The following lines of flooring are available for general 
office use through Uvalde dealers: Azrock Asphalt Tile, 
Azphlex Thermoplastic Tile, Vina-Lux Reinforced Vinyl 
Tile, Azrock Water Wax, and Azrock Cleaner. 

Vina-Lux Reinforced Vinyl! Tile is a plastic-asbestos floor 
tile which combines rich colors with grease and wear re- 
sistance. It can be installed over concrete on or below 
grade and also over wood sub-floors. Maintenance cost is 
minimized because no waxing is necessary to keep the 
closely textured surface of Vina-Lux clean. 


Carpeting 


Bigelow-Sanford Carpet Co., Inc. reports that its product 
line in 1952 is the broadest in the company’s 126-year his- 
tory. 

“It covers the entire range of needs for public-space 
carpet, extending from needled wool-face rugs that cost 
about $3.25 a square yard to aristocratic Hartford Saxony 
and Austrian Loom-Tufted carpets, which are five-frame 
Wilton textures with opulant high-pile in heavy three-ply 
yarns,” the company says. 

One of Bigelow-Sanford’s many carpet styles is Gro- 
point Cushionlok, a closely woven, loop-pile carpet designed 
especially for the heavy traffic of business areas. It is avail- 
able in shadow grey, meadow green or one of the following 
moresques: grey, beige, green or cedar. The patented 
Cushionlok construction incorporates a sponge rubber back- 
ing that is blown into the underside of the carpet under 
pressure and is a permanent part of the carpet. This back- 
ing binds the tufts, lengthens the life of the carpet and 
provides a resilience that does not deteriorate. Gropoint 
Cushionlok is especially suited for wall-to-wall carpet, for 
it can be cut in any direction without binding and joined 
with almost seamless effects. Throughout its use, any 
damaged areas can be cut and a new piece sealed in its 
place. This carpet is cemented directly to the floor, but it 
can be taken up, re-cut and re-laid to fit almost any cir- 
cumstance. 

Concerning maintenance, the company describes its 
Karpet-Kare method. “Selected professional cleaners in 
all areas of the country have been authorized to use this 
method after they have successfully completed training 
under Bigelow-Sanford specialists,” Bigelow-Sanford says. 
“Karpet-Kare is a ‘physical,’ rather than ‘chemical,’ clean- 
ing method. It is odorless, retards resoiling and places the 
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Top to bottom: Goodall Fabrics “Sampson” carpet- 

ing lends rich look to this spacious aisle in the Fi- 

delity Trust Co., Pittsburgh; Bigelow-Sanford car- 

peting used smartly in executive office of the U. S. 

National Bank, Portland, Me., Magee Carpet Co.’s 

“Adherence” carpeting gives soft appearance to con- 
ference room 
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Tools of the Office 


room back in use faster than any other cleaning method. 
When properly applied it prevents mildew, will not cause 
shrinkage or wet out backing yarns. Its efficiency as a 
cleaner is superior, and it does not leave carpets with that 
worn or faded look.” 


Goodall Fabrics, Inc. report current emergency conditions 
have not caused it to shorten its line. 

“We recommend Sampson quality for general office use 
and Luxuria and Allure qualities for executive offices,” 
Goodall says, pointing out that it has not had to extend 
delivery dates on any of its carpeting. 

Describing one of its products, Goodall Seamloc, the 
company points out that Seamloc’s unique construction per- 
mits practically invisible seams, can be taken up, re-cut, 
and re-laid elsewhere. Cigarette-burned spots can be lifted 
out, replaced with new Seamloc at any time. Imported 
wools are used. Double-extra backing holds pile in and up 
even under crushing footsteps ... allows easy cleaning or 
shampooing right on the floor. Goodall Seamloc comes in 
a wide range of qualities and colors. 


Magee Carpet Co. reports that its Adherence carpeting 
comes in 27-inch widths in taupe, vellum beige, largo red, 
vista grey, plaza green, green moresque, and beige 
moresque. Adherence is a quality carpeting backed with 
sponge rubber. Adherence needs no nailing, nor does it 
need sewing where strips are joined. Worn sections can be 
replaced by cutting out the old piece and inserting a 


% 


new one. 
Views of Johns-Manville Terraflex (tab) and Hack- 
meister Vinyflex flooring Des 
and 
Manufacturers List 
MAILROOM EQUIPMENT Pelouze Mfg. Co. Hachmeister, Inc. ; 
1218 Chicago Ave., Evanston, Ill. 2300 Forbes St., Pittsburgh Fil 
American Hardware Corp., Corbin Lock Pitney-Bowes, Inc. Hood Rubber Co. 
(Wood Products Div.) Stamford, Conn. Nichols Ave., Watertown, Mass. 
New Britain, Conn. Standard Duplicating Machines Johns-Manville Corp. (Asphalt Tile Div.) 
Bircher Co. 1935 Revere Beach Parkway, 22 East 40th St., New York Ey 
192 Mill St., Rochester, N. Y. Everett, Mass. Kentile, Inc. 
Borg-Erickson Corp. Toledo Scale Co. 58 Second Ave., Brooklyn, N. Y. 
469 E. Ohio St., Chicago 1083 Telegraph Rd., Toledo, Ohio Magee Carpet Co. 
Buckens Mfg. Co. Triner Scale Co. 295 Fifth Ave., New York : 
134 Seymour Ave., Stratford, Conn. 2716 W. 2\st St., Chicago Mastic Tile Corp. of America F 
Buffalo Scale & Mfg. Co. Newburgh, N. Y. . 
1208 Niagara, Buffalo, N. Y. FLOOR COVERINGS Mohawk Carpet Mills 
John Chatillon & Sons 295 Fifth Ave., New York 
85 Cliff St.. New York a rng ag Rubbge Co. Oxychloride Cement Association, Inc. E 
Commercials Controls, Inc. Armstrong Cork — ; 1028 Connecticut Ave.., Washinaton, d 
Rochester, N. YT: Lancaster, Pa. D. C. 
Detecto Scales Inc. Bigelow Sanford Carpet Co. R.C.A. Rubber ae \ Ohi 
540 Park Ave.. Brooklyn, N. Y. 140 Madison Ave., New York 1833 East Mar et . Akron, 10 
e ss Bonafide Mills Robbins Floor Products, Inc. 
Dick Mailer Co. . Tuscanbie. Ale ‘ 
137 W. Tupper St., Buffalo, N. Y. Pe. 3 soe Rtege New Yark Rubber Products ine 
: s . um-Nai oO. hee ee 
ae Equipment Co. 196 Balerove Drive, Keorney. N. J. : Pay & Washington St., Tampa, Fla. | 
y Cork Insulation Co., Inc. Shelton Looms 
Hanson Scale Co. ; 155 E. 44th St.. New York Shelton, Conn. 
525 N. Ada St., Chicago Danbury Rubber Co. (Flooring Div.] Sloan-Blabon, Corp. 
Howe Scale Co. ettienes Caen 295 Fifth Ave., New York 
2947 Scale Ave., Rutland, Vermont we ; Thomas Moulding Floor Mfg. Co. 
Delaware Floor Products 4 
Industrial Molded Products Co. 295 Fifth Ave. New York 228 N. LaSalle St., Chicago 
609 New York Bldg., St. Paul, Minn. Duraflex Corp. The Tile-Tex Co., Inc. ao 
Inserting & Mailing Machine Co. 411 East 25th St., Baltimore, Md. 1232 McKinley Ave., Chicago Heights 
Phillipsburg, N. J. Flinkote Co., (Industrial Flooring Div.) Illinois 
International Postal Supply Co. 30 Rockefeller Plaza, New York Uvalde Rock Asphalt Co. 
634 Prospect Place, Brooklyn, N. Y. Fremont Rubber Co. P.O. Box 531, San Antonio, Texas 
1. J. Knoll Co. 350 McPherson Highway, Fremont, Ohio U. S. Plywood Co. (Leatherfloor) 
79 Wall St., New Yark Goodall Fabrics 55 W. 44th St., New York 
Nashua Package Sealing Co., Inc. 525 Madison Ave., New York M. J. Whittall Associates 
Nashua, N. H. Goodyear Tire & Rubber Co. Worcester, Mass. 
National Cash Register Co. (Rubber Tile Div.) Wright Mfg. Co. 
Main & K Sts., Dayton, Ohio 1144 E. Market, Akron, Ohio 5223 Post Oak Rd., Houston, Texas 
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ADDRESSING EQUIPMENT 
graph-Multigraph Corp. 
1200 Babbitt Rd., Cleveland, Ohio 
Addressing Machines Co. 
143 Albany St., Cambridge, Mass. 
Master Addresser Co. 
6500 W. Lake St., Minneapolis, Minn. 
Nettle Office Equipment Co. 
27 Huntington Ave., Boston, Mass. 


Scriptomatic, Inc. 
om N. tith St., Philadelphia 


Weber Addressing Machines Co. 
220 West Central Rd., Mt. Prospect, Ill. 


The “Tools” 
Schedule 


JUNE 
Bookkeeping machines, payroll ma- 
chines and systems, intercommunica- 
tion equipment. 

JULY 


Staplers, numbering machines, and 
secretarial posture chairs. 


AUGUST 


Adding and calculating machines, mic- 
rofilm equipment, and dictating ma- 
chines. 


SEPTEMBER 


Desk lamps, office lighting fixtures, 
and visible index units. 


OCTOBER 


File cabinets and transfer files. 


NOVEMBER 
Executive desks and supply cabinets. 


DECEMBER 
Filing supplies. 


JANUARY 


Executive chairs, office safes, and check 
devices. 


FEBRUARY 
Typewriters, copy holders, time record- 
ers, wardrobes and lockers. 
MARCH 


Duplicating machines—all types. 


APRIL 
Fans, air circulators, air conditioning 
units, and water coolers. 

MAY 


Floor coverings, mailroom equipment 
and machines, and addressing equip- 
ment. 
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PUSH-BUTTON MULTIPLICATION 
makes the job go 
EASIER-SURER- FASTER 


EASIER—because Marchant saves at least 
one step in every multiplication. 
SURER—Dbecause Marchant is the only 
American-made calculator with dials for 
verifying the keyboard entry. 
FASTER—because Marchant not only 
requires fewer operations in multi- 
plication, it operates efficiently at 
speeds ranging up to twice 


those of any other calculator. 

Since more than half of all calculator 
work is multiplication, the obvious choice 
among calculators is the one that multiplies 


3K PUSH-BUTTON MULTIPLICATION 
} Enter muitipticand in keyboard. 
Answer appears simultaneously 


as multiplier is entered in Auto- 


+ Marchant Man in your phone book to matic Multiplier. 


Pe easier, surer, faster. Ask the 
© prove this statement on your own work. 


i Mail this Coupon with your business letterhead to get our free - 

: GUIDE TO MODERN FIGURING METHODS : 

: ILLUSTRATED BOOKLET ABOUT MARCHANT CALCULATORS oO _ 

: MARCHANT CALCULATING MACHINE eee 
-5 


: GAKLAND &, CALIFORNIA 


CHANT 


AMERICA’S FIRST 


LET US TELL YOU WHERE TO GET IT 


Whenever you are in need of any type or brand of office equipment, commer- 
cial stationery or maintenance supplies which your regular source of supply 
cannot satisfy, call on the Subscribers Information Department of OFFICE 
MANAGEMENT AND EQUIPMENT for assistance. 

We maintain a permanent staff in our Directory Department—a staff that 
works all year long correcting lists of manufacturers, distributors, classes of 
merchandise and trade names, keeping records up-to-date to serve you with 
dispatch and efficiency. 

Daily, we recetve phone calls and letters from office management executives 
all over the country who are in search of the best sources of supply for in- 
dividual pieces of equipment of large quantities of office supplies, iture 
and appliances. 

Ask us to help you solve your office equipment problems. 


Subseribers Information Department 


OFFICE MANAGEMENT AND EQUIPMENT 


212 Fifth Avenue Phone MUrray Hill 9-441! New York 10, N. Y. 
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PEOPLE IN THE NEWS 


The election of Admiral William 
H. P. Blandy, U. S. N. (Retired), as a 
director of The Gray Manufacturing 
Company of Hartford, Conn., has been 
announced by Walter E. Ditmars, 
president. 

Admiral Blandy is a graduate of the 
U. S. Naval Academy, standing No. 1 
in the class of 1913. He served on the 


Grand Fleet during World War I. 
During the years between World Wars 
I and Il, Admiral Blandy specialized 
in ordnance, developing many of the 
formulas still used in the manufacture 
of naval weapons. He became Chief 
of the Bureau of Naval Ordnance in 
1941 with the rank of Rear Admiral 
and was responsible for the develop- 
ment of new weapons and their mass 
production for the greatly-expanded 
war-time Navy. 

During World War II, Admiral 
Blandy was an amphibious task force 


U. S. S. Florida with the British commander in the Pacific, participat- 


Hy. oo 
diet dt 


“TWO WEEKS BEFORE I GET MY BALANCE SHEET?” 
This impatient employer of the year 1877 is up against a stone wall. His 
head bookkeeper is explaining that it is a slow, tedious process to produce 
an accurate statement of his business on such short notice. 

All entries were made by hand in bound books. Sheets were not removable 
for posting; the whole book had to be handled each time an entry was 
made. Only one girl at a time could work on the book. Calculations were 
mental. Each girl had to have her figures checked, thus all operations took 
double time. Columns had to be added by several people to insure accuracy. 


PITY THE MAN ... 

He had just been offered a block of merchandise at an interesting price, 
and had to decide by noon. It would be a profitable deal for him, but he 
hesitated to act because he was in the dark hou the status of his business. 
Had he lived today, how different? One girl could do the work of three 
and she could furnish him a statement of his business in an hour's time. 
She would be using adding and bookkeeping machines and the complete 
set of Tarco efficiency forms in Tarco loose-leaf binders. 

Tarco ruled forms for all accounting work are modern. All fact figures 
are instantly available. There’s no waiting for two weeks. Tarco Standard 
forms deserve your consideration. Also, should you use special forms, we 
custom-print them promptly to suit your needs. 


Consult your 
Public Account- 
ant about the 


TALLMAN ROBBINS & CO 


Tareo Better Business Forms, Binders and Co-ordinated Filing Equipment since 1912 
326 W. Superior St., Chicago 10, Illinois 
New York © Kansas City © Indianapolis © Tulsa © Wichita © Washington 
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ing in campaigns for the capture @™ 
numerous islands, including Iwo Jiga 
and Okinawa. Subsequently he comm 
manded Joint Army-Navy Task Form 
No. I which executed “Operatigg 
Crossroads,” the atomic bomb tests g 
Bikini. His final assignment before hig 
retirement was as Commander-jga 
Chief of the Atlantic Fleet with tha 
rank of full Admiral. After his retipgs 
ment he became president of the 
Health Information Foundation of 
New York City. 

The Gray Mfg. Co., incorporated jg 
1891 to manufacture the world’s first 
telephone pay stations, is a leading 
producer of electronic dictating and 
television equipment. 


Miss Marian Ruth Wilhelm hag 
been added to the staff of Diebold’s 
New York Branch as consultant og 
records management analysis, W. K 
Wilson, systems division sales mana 
ger, has announced Miss Wilhelm 
a recognized authority on _ records 
management analysis, will have her 
office at 2 W. 45th St., New York. 

Miss Wilhelm has been a member 
of the Records Management Associa 
tion in New York for twelve years. 


As a close associate of Mrs. A. R. 
Menzies, she taught a basic course in 
filing systems and procedures and an 
advanced course in records manage- 
ment and filing practices. 

In addition to her work on making 
records surveys, Miss Wilhelm has 


served throughout the East as a 
records management consultant. As 
head of the records analysis depart- 
ment of Diebold’s New York branch, 
Miss Wilhelm plans to hold confer- 
ences on techniques for personnel in 
the New York area. Her department 
is being reorganized to offer records 
management consultation throughout 
the country. 


Hugh L. Smith, vice-president in 
charge of sales at Yawman & Erbe 
Mfg. Co., Rochester, N. Y., died sud- 
denly on Sunday, April 6, after a brief 
illness. He had been taken ill at his 
office the previous Friday. His death 
marked the end of fifty years’ ser- 
vice with Y & E. 


Mr. Smith began work at the Minn- 
eapolis branch of Y & E as an office 
boy in 1902. 


(To page 59) 
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No. 890-892 DeLuxe Chair and 2-Passenger Settee—Seat and back 
fashioned of U.S. Koylon molded foam rubber over flex springs for 
super comfort. Foam rubber arm rests. Long-wearing Royalpoint 


No. 881-885 Chair and 3-Passenger Settee—Removable and reversi- 
ble seat and back cushions with coil spring construction and any 


No. 790 Sectional Series—Roll front flex-spring seats and tall flex- 
Spring backs. Center, end and club chair units in any Royal up- 


- Shelving 


Folding Chairs 
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the silver satin perfection 
of hand-finished 


ROYAL SATIN CHROME 


It’s new...and so much finer than any metal 
furniture finish you've ever known! Our 
exclusive hand-finished Royal Satin Chrome 
accents the slim, smart lines of sturdy square 
tubing to bring lasting beauty and prestige 

to every office grouping. Write today for 

free catalog. 


LOUNGE AND RECEPTION ROOM FURNITURE 


siyled ty 


Loyal 


Metal Furniture Since '97 


Royal... your only single source for over 
150 metal furniture items. 


ROYAL METAL MANUFACTURING CO. 
175 North Michigan Avenue, Dept. 65 °* Chicago 1 
New York @ Los Angeles ¢ Michigan City, Indiana 
Warren, Pennsylvania © Preston and Galt, Ontario 


ROYAL METAL MANUFACTURING CO. 
175 N. Michigan Ave., Dept. 65, Chicago 1 


Please send me a free copy of your new office furniture 
catalog. 
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ACE STAPLE ine: | a ee | er 


' REMOVER 


_ dependable Staple ‘no matter what price you” ACE STAPLES 
‘want to pay. Ask your dealer about stronger 
ACE Staples and the efficient ACE St 
Remavyer. as Equant he 


a | 


ACE CLIPPER 


SOLD EXCLUSIVELY THROUGH DEALERS 


. be | 
—_ al 
all lat Machines or Every Purse and Purpose Ge 4) « 


ACE FASTENER CORPORATION + 3415 NORTH ASHLAND AVENUE + CHICAGO 1: KEM 
IN CANADA e ACE FASTENER (CANADA) LTD., 1 NOTRE DAME ST., WEST MONTREAL Bri 
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PEOPLE IN THE NEWS 
(Continued) 


During his long career, he repre- 
gnted his company in the National 
Office Management Association and 
the Office Equipment Manufacturers 
Institute. 

Mr. Smith is survived by his widow, 
Wis. Celeste B. Smith; a sister, Miss 


Lena Smith of Macon, Mo., and two 
nieces, Mrs. Lawrence O. Neel of 
Rochester and Mrs. Hull Thayer of 
Brighton. 


W. J. Collins has been appointed 
comptroller of Burroughs Adding Ma- 


Ww. J. 
Collins 


chine Limited of Great Britain, with 
headquarters in London, K. C. Tiffany, 
vice-president in charge of finance, 
has announced. 

Mr. Collins, who has been manager 
of cost accounting for Burroughs in 
Detroit, joined the organization in 1948 
a a staff assistant. Later, he was 
made supervisor of budgets and cost 
analysis. 


Prior to joining the Company, he 
was a faculty member of Boston Col- 
lege. He is a graduate of Boston Col- 
lege and Harvard Business School, 
and served in the U. S. Navy during 
World War II. 

In his new position, Mr. Collins will 
be responsible for accounting and fin- 
ancial functions of Burroughs British 
sales, service and manufacturing op- 
erations. 


Burroughs has manufacturing plants 
a Nottingham, England and Strath- 
leven, Scotland, as well as a sales and 


Service organization throughout the 
British Isles. 
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How dangerous is it to 
“close your eyes” 


to these 4 facts about record protection? 


(So dangerous . . . it could put you out of business!) 


“a 
It's dangerous to ignore the fact that 43 out 
of 100 firms which lose their accounts re- 
ceivable and other business records in a fire 
never reopen. 8 


It’s dangerous to close your eyes to the dis- 
astrous fires that do occur in “‘fireproof” 
buildings. Such a building simply walls-in 
and intensifies a fire inside an office. 


It's dangerous to overlook the clause in your 
fire insurance policy that says “‘proof-of-loss 
must be rendered within 60 days.” How 
could you . . . without records? 


It's dangerous to trust an old safe—or any 
safe without the Underwriters’ Laboratories, 
Inc. Label. They often incinerate records 
when temperatures get above 350° F. 


Isn’t the risk too great? 


Find out, today, how little it costs to protect your records—and your 
business future—with a modern Mosler “A” Label Record Safe. It’s 
the world’s best protection. Meets and exceeds the independent Under- 
writers’ Laboratories, Inc. severest test for fire, impact and explosion. 


Designed by Raymond Loewy .. . the new Mosler “A” 
Label “400” brings distinguished beauty to any office... 
together with new convenience and security features, in- 
cluding: new “Counter Spy” Lock and new “Instrument 
Operations Panel” with dial and horizontal handles at 
“no-stoop”’ height. 

IF IT'S MOSLER .. . IT'S SAFE 


i Mosler Safe“ 


World’s largest builders of safes and bank vaults . . . Mosler 
built the U. 8 Gold Storage Vaults at Ft. Knox and the famous 
bank vaults that withstood the Atomic Bomb at Hiroshima 


Consult classified telephone directory for name of the Mosler dealer 
in your city, or mail coupon now for informative, free booklets. 


THE MOSLER SAFE COMPANY « Dept. OM-5 Hamilton, Ohio 
Please send me (check one or both): 


O Free booklet giving the latest authentic information on how to protect the vital 
records on which my business depends. 


C0 Ilustrated catalog describing the new Mosler ‘A’ Label 400 Series” Record Safes. 


NAME POSITION ee 
FIRM NAME 

ADDRESS 

CITY. ZONE____STATE. 


59 


ES ae | eee \ ie i ee a ae ae —— ll (iti _ 
lt | 
. ae Ps 
: "9 re 4 4 = we : * A x ‘ Za ; pe ies . | 
y R . owe o  —_— — f —, ' a « 
- | eet ee ae ie 
Ps fi ee \ J) See =e Ae | 
he << \ SL aes | Ns 7 — 
‘ Smith ~ > = - = ; 4 Ve sl \ ai 
“ ea Le = Ez 
TT FF eA = 
ae a leg 7 f ee, é R's { Ve =a — F: 
: ¥ ~ .. Te £ *" ee \ 7. -< p 
LES | _— ' awe ae 
“¢ . \ wy = ay Y = _— ‘ = rf 7 
: = i gee «yy St | 
= ~?- 
3 . es a 
i Oded = | 
=r f 
aa ae 
. ES 
| = > 
—— ee 
Ls) ee | , 
REA) ee | ee 
, 1952) | = 


PEOPLE IN THE NEWS 
(Continued) 


Dr. Irven Travis, director of re- 
search of Burroughs Adding Machine 


Dr. Irven 
Travis 


Co., was elected in 


vice-president 
charge of reseasch at a regular meet- 


ing of the board of directors, John S. 
Coleman, president, has announced. 

Dr. Travis, formerly supervisor of 
research of the University of Pennsyl- 
vania’s Moore School of Electrical 
Engineering, became associated with 
Burroughs as director of research on 
March 7, 1949, and at that time assumed 
direction of the company’s electronic 
research laboratory in Philadelphia. 
He became a director of the company 
in January, 1951. 


Alfred C. Howard, president of 
Globe-Wernicke Co., Cincinnati, Ohio, 
manufacturers of office furniture and 
equipment, was featured recently in 
the institutional campaign of News- 
week magazine. The publication’s pro- 
gram spotlights the opinions and por- 
traits of selected leaders in American 
industry. 


est Source 


for boxed typewriter paper 
and other office needs... 


is a store that displays the seal of an Authorized 
Neenah Dealer. This is because Neenah Boxed Typewriter Paper is 


a product of the highest quality . . 


. made of 25% to 100% cotton 


fibers . . . specially processed to produce the finest writing and typing 
surface. Only stores with a policy of selling the best quality to dis- 
criminating office supply buyers handle Neenah Fine Business 
Papers. The Neenah seal is your key to store-wide excellence. 


For better quality office supplies, buy from a Neenah dealer. 
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NEENAH BOXED 
TYPEWRITER PAPERS 


NEENAH PAPER COMPANY, Neenah, Wisconsin 


ASSOCIATION NEWS | 


Certified public accountants y 
have the first professional examinatj 
which is uniform throughout the y 
tion, Executive Director John L. Car 
of the American Institute of Acc 
ants announced last month. 

Pennsylvania, the forty-eighth stg 
to adopt the uniform CPA exam) 
tion will use it for the first time ne 
November. The state had previous) 
prepared its own tests, which wer 
similar to the uniform examination, 

The two-and-one-half day examinatiog 

measures the CPA candidates’ know, 
edge and judgment in the fields ¢ 
auditing, accounting theory, account 
ing practice, and related subjects, 

From 1896, when New York pass 
the first legislation giving state recog 
nition to certified public accountants 
until 1917 each state prepared its ow 
tests. In that year the American In 
stitute—the national professional 
ciety of CPAs—offered a standard 
amination to the state boards of ac 
countancy. Only three states—New 
Hampshire, Kansas, and Oregon—par} 
ticipated in the first examination. 

With Pennsylvania’s adoption of the 
uniform examination, it is now used it 
every state and territory and the Dis 
trict of Columbia. 


The test is prepared by a board of 
examiners elected by the Council o 
the American Institute and is admin: 
istered by state boards of accountancy 
The Institute also offers a grading 
service, used by most of the states, bu! 
the final decision on candidates is 
made by the state boards. 

Last November, 11,553 candidates in 
52 states and territories took the ex 
amination. 


The Methods and Procedures Com- 
mittee of the Office Executives Asso 
ciation of New York (New York Chap 
ter of NOMA) will close its year's 
activities with a seminar covering the 
following subjects relating to “The 
Office:” A. W. Ogden, Universal Atlas 
Cement Co. May 15, Thursday, “Office 
Manuals”—discussion leader: R. W. 
Cockrell, The M. W. Kellogg Co. A 
round table discussion of various types 
of office manuals or instruction pamph 
lets: what they contain, how prepared, 
indexed and distributed. Companies art 
being asked to bring their manuals and 
discuss them at this open forum. Var 
ious manuals will be on display. Refer 
ence text for the meeting will be 
A.M.A. Research Report No. 11 “How 
to Prepare and Maintain a Supervisor's 
Policy Manual.” 

June 12, Thursday, “Office 
Recruiting and Training Pro 
grams”—speakers: T. J. White, OEA 
chairman for education; Elmer Helm, 
OEA director. Meetings will be held 
at the Remington Rand Building, 38 
Fourth Ave., New York, 10th Floot 
Seminar Room, preceded by dinner # 
Klube’s Restaurant, 158 East 23rd S&t 
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Kock-aFile | 


on oe es oe 


MODULAR 


Now it’s a fact! Office furniture and equip- 
ment that combines efficiency, comfort and 
beauty—Rock-a-File Modular Office Furniture 
and Equipment. Engineered for efficient use, 
solid working comfort and warm beauty, Rock- 
a-File Modular makes any office a more at- 
tractive, pleasant place in which to work. 
Gone is the old-fashioned, cluttered look of 
unmatched pieces. Rock-a-File Modular units 
—desk, file, bookcase, waste receptacle, type- 
writer cabinet, drawer cabinet and shelf stor- 
age cabinet—in wood or steel construction— 


For complete details, write today for catalog and price list. 


are designed to fit available space with the 
maximum in efficiency. Each unit easily con- 
nects to companion units in any desired ar- 
rangement—making a complete and harmo- 
nious furniture layout. 

Everybody, from executives to stenogra- 
phers, will appreciate the efficiency, economy 
of space, comfort and beauty of Rock-a-File 
Modular Office Furniture. Available in steel 
or wood, Rock-a-File Modular steel units are 
furnished with gray or walnut finish; wood 
units in genuine walnut only. 


Specialists to the Stationer since 1903 
35 East Wacker Drive Chicago 1, | 
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Made in 4 sizes all 14” deep 


SIZE . WIDTH HEIGHT 
Small 32/3" $° 
Medium 5%" 6%" 
large ve" 6%" 
Extra-Large WW" 1243" 


: modernization, personnel and purchasing. Its articles are 
; — widely quoted and reprinted. If you are not a present 
subscribers, write for sample copy — or send $2.00 for 1 
year ($3.00 for 2 years) subscription. (If you prefer, we'll 
mail invoice.) Write today to address below: 


Office Mana ement-22eurmenr 


212 FIFTH AVENUE 


4 62 


—D 


CORN MAIL BOXES 


for Offices, Dormitories 
Nurses Homes, 
Apartment Houses 


and similar installations 


For efficient service ... 
for dependable security, 
there is no finer choice 

than Corbin Mail Boxes 


The individual boxes are made in 4 sizes, 
furnished with either combination locks or 
key-operated pin tumbler locks. These boxes, 
all of one size or in assorted sizes, are nested 
in sections to meet specific requirements. 
Each section is shipped completely assembled, 
ready for service. Mail can be inserted from 
back or front, as specified. Slot in front for 
calling cards and messages. 


For more detailed information, please write: 
CORBIN Wood Products Division Dept. OMS 


The American Hardware Corporation 
New Britain, Connecticut. 


Office Management 


AND EQUIPMENT 


Recognizing that the reading time of any 
office executive is limited, this magazine — 
so important an office tool — each month 
ata presents in a brief and to-the-point manner 
i a select and authoritative 

— case histories . . . on efficient office operations, systems, 


Published by GEYER PUBLICATIONS — Est. 1877 
Also publishers of GEYER’S TOPICS, THE GIFT AND ART 
BUYER, SPORTS AGE and Trade Directories 
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NEW YORK 10, N. Y. 


ASSOCIATION NEWS 
(Continued ) 


Anyone interested in attending§ ew a 
seminar can secure more informal 
from R. W. Cockrell, The 
Kellogg Co., 225 Broadway, 9m 
York 7. 


Newark Chapter of NOMA wiff 
representatives of the Bloomm 
schools discuss “Bloomfield’s Plag 
Cooperative School Work and § 
ployment” on May 15. 

The Chapter held its annual bug 
meeting at the Military Park Hy 
Newark, N. J., on April 17, 
Paul B. Mulligan, of Paul B, ¥ 
gan & Co., discussed “Clerical @ 
Control Techniques”. 


Records Management Associatiog 
New York held the seventh and 
of its educational series condugil 
under the auspices of Cornell Unig 
sity on April 14. Speaker was J 
M. Graubard, personnel director 
Bache & Co., on the subject “Wi 
shop On Supervisory Problems.” 

The Association will tour the 
Lever House, home of Lever 8 
Co., and have an opportunity of ¥ 
ing its files on May 19. The grom 
annual dinner will be held on Jung 

The committee for the nominafi 
of officers and directors for 19§ 
has been appointed by the presid 
The committee consists of Mrs. Hel 
Foley, chairman; Mrs. Elizabeth 
and Miss Dorothy Smith. 


Ca 
- 


A joint meeting of the H 
York, and Lancaster Chapters 
NOMA was held April 8, at 9 
Stevens House, Lancaster, Pa. W 
Albert Playdell, president of All 
Playdell Associates, Inc., consul \ 
in administrative management, Mf 
York, spoke on “Better Buying M 
a Better Office.” 

Richard F. Hammer, office servigiy 
manager, New Holland Machine Di 
sion of The Sperry Corp., New Hi 
land, Pa., was in charge of arraf 
ments for the affair. 


Office Executives Association Gime 
New York held a luncheon meet = 
on Alpril 12 at the Masonic Club, whe 
Mildred F. Stone, C.L.U., director 
Policyowner Services Division, 
Mutual Benefit Life Insurance U 
spoke on “How to Improve Ye 
Letter Writing.” 


“Our Changing Economy” was # 
theme of the Eastern Spring Conia 
ence of the Controllers Institute, it 
April 20-22 in the Berkeley-Carté 
Hotel, Asbury Park, N. J. The orga 
zation’s Newark Control, compra 
oi the financial and accounting offic 
of corporations in the eastern J 
of New Jersey, sponsored the gatti 
ing which was devoted to such pm 
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“ONE RUBBER BAND: {3.00445 PAPER FORMS! 


It would take an 8-foot rubberband to go around the 5678* forms required 

to produce one common rubberband and place it on your desk. 

Analysts say industry spends 37 per cent of its time in paperwork; no 
‘doubt much the same is true in your business. Yet paperwork is so 

scattered and taken-for-granted that businessmen tend to hunt in the 

factory for economies and speed-ups, overlooking vast opportunities in 

the great undercurrent of paperwork. 


DITTO CONTROLS PAPER WORK! 


Paperwork can be a brake on action; it can be a quicksand for profits; 
or with DITTO One-Writing Systems, it can be a production tool of 
far-reaching effect. DITTO One-Writing Systems direct, control, 
coordinate and expedite. They cut out delays and error. They release 


employees for productive work. They make plant and payroll 
do more and earn more. 


AMERICAN INDUSTRY DEPENDS ON 


ONE-WRITING SYSTEMS ! 


In these days of defense pressure and heavy paperwork, 
large companies and small declare that their DITTO 
systems, machines and supplies are more than ever 
essential for their peak efficiency. Today’s greatest 
economies and betterments aie tonal in paperwork. 


Ask for specific data showing how the DITTO 
Payroll, Production, Order-Billing, Purchasing 
and other systems definitely streamline your 


— and bring benefits all down the line. 
o obligation, just write. 


DITTO, Incorporated 
2230 West Harrison Street, Chicago 12, Illinois 


T. M. Reg. U. 8. Pat. Off. 
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Because of changes in merchandising poli- paper bearing this label which is not the prod- 
cies, the well-known line of Mimeocraft 


Bond, Script and Vellum are no longer avail- 
able to you through your old sources. 


uct of Eastern Corporation is substituting. 


While for the time being Mimeocraft may 
not be available to you, identical papers pro- 

The name “‘ Mimeocraft’”’ is the property duced by Eastern Corporation are available 
of Eastern Corporation. Anyone offering in most localities. 


EASTERN 


~ 


EKastern's Atlantic Mimeo Bond 


AND OTHER FINE BUSINESS PAPERS 
MADE BY EASTERN CORPORATION) e BANGOR, MAINE 
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"ASSOCIATION NEWS 
(Continued) 


a 


Jems as executive compensation, capi- 
tal expansion and financing, govern- 
ment-industry relations and economic 
aspects of mobilization. 


George E. Hallett, controller, Tung- 
Sol Electric, Inc., Newark, was vice- 
chairman of the committee in charge 
of the event. 

The Transcription Supervisors’ As- 
sociation of New York held a dinner 
meeting at Whyte’s Restaurant in New 
York City at 6:30 p. m. Monday, April 
14. The speaker, scheduled by the 
New York State School of Industrial 
Labor Relations, Cornell University, 
was Roswell S. Muller, on the subject: 
“What the Supervisor Should Under- 
stand About Training.” Mr. Muller is 
the senior methods analyst with the 
Metropolitan Life Insurance Co. 


MIDWEST CONFERENCE 
FOR CONTROLLERS 

Homer T. Capehart, United States | 
Senator from Indiana; Kenneth C.| 
Royall, former Secretary of War, and| 
Nathan P. Feinsinger, Chairman of | 
the Wage Stabilization Board, are 
among the speakers who will partici- 
pate in the program for the Mid- 
western Conference of the Controllers 
Institute, to be held May 25-27, in the 
Netherland-Plaza Hotel, Cincinnati. 
Other guest speakers who have accept- 
ed invitations include Paul Wedel, 
Chief of the Accounting Section of the 
Renegotiation Board, Washington, and 
Philip Nichols, legal counsel to that 
body. 

The conference is being sponsored 
by the Institute’s Cincinnati Control, 
nine of whose members are serving as 
chairmen of committees responsible 
for various phases of the gathering. 
Howard F. Kidd, controller of The 
Lockwood Mfg. Co., is chairman of 
the executive committee for the con- 
ference, and Robert C. Johnson, as- 
sistant controller of the Union Cen- 
tral Life Insurance Company, is vice 
chairman. 

The chairmen of other committees 
are as follows: program, Walter A. 
Smith, Jr., controller of the Crosley 
Division of AVCO Manufacturing 
Corp.; promotion and publicity, Lisle 
W. Adkins, general controller of the 
Crosley and American Central Divi- 
sions of that concern; registration and 
feception, Donald F. Walker, treas- 
urer, Liebel-Flarsheim Company; ar- 
fangements, Edwin J. Walter, con- 
troller, The Kemper-Thomas Co.; en- 
tertainment, Walter M. Herzog, con- 
troller, The Cambridge Tile Mfg. Co.; 
Rudolph W. Sandburg, controller of 
The Andrew Jergens Co., who is presi- 
dent of the Cincinnati Control, and 
Maurice W. Grisebaum, controller of 
Albers Super Markets, Inc., and vice 
President of that organization, are 
members of the executive committee. 


| 
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Make this 27327 test - 
in your office-at no cost 


compare 


i | 25 


CUSEU choirs 


convenience! | 


6 Easy Adjustments 
—without tools 


1,For height 4,For height 


of seat. of backrest. 
2. For depth 5, For angle 
of seat. of backrest. 
3. For slope 6,For tension 
of seat. of tilt actidn. 


MODEL 16-S 


MODEL 20-A 


*Prices in Florida, Texas and 11 Western 
states. 


Office Chairs 
HAMILTON a cea 


Also makers of COSCO Household 
Stools, Chairs and Utility Tables 


fi 


Take Cosco Office Chairs into your 
own office for a free, 10-day trial. Let 
your most critical “seat-critics” subject 
them to every test and comparison. 
Then see if everyone doesn’t agree that 
Cosco offers more for your money than 
any other chair . . . true custom-built 
comfort at mass-production prices. 
Mail coupon for installation of any 
or all six all-steel models in your office— 
without obligation. Four adjustable 
models with up to six easy adjustments. 
Seats of all models cushioned with Fire- 
stone Foamex or foam rubber latex. 
Bonderized, baked-on enamel or chro- 
mium finish and Du Pont ‘‘Fabrilite’’ 
upholstery in all popular office colors. 


Illustrated: At top, 17-A Executive Chair, 
$48.45 ($50.95*); also 17-T, armless, $43.25 
($45.25*) Extreme left, 16-S Secretarial Chair 
with spring back, $31.95 ($33.45*); also 16-F> 
fixed back, $29.95 ($31.25*). Left, 20-A Side 
Chair, $29.25 ($30.55*); also 20-L, armless, 
$23.95 ($25.25*). 


eee —a eee 


HAMILTON MANUFACTURING CORPORATION | 
Department D3 COLUMBUS INDIANA ! 
Gentlemen: ! 
Please send me, without obligation, name of | 
nearest dealer and complete catalog. \ 
Name | 
Title | 
Ooms 
_ ! 
City Zone State | 
tt —_d 
65 
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Benjamin “Grid-Lite” System Haloid Co.’s Report Fishe 

The new “Grid-Lite” lighting sys- The Haloid Co., Rochester, N, y. Fis! 
tem utilizing a “grid” like arrangement has published its 46th annual repor sultan 
of pre-wired channels, single-pin T12 In 1951 the company’s income from § tions, 
Slimline Lamps and translucent sales and lease of its products wa;§ Nebl 


shields, has just been announced by $12,897,357; total expenses were $1]. count 
Benjamin Electric Mfg. Co., Des 772,270; net income before taxes, $}. this 
Plaines, Ill. 125,087; net income after taxes, $40. at th 
“Grid-Lite” channels are pre-wired, 087. Of this, $301,726 was paid t§ 250! 
GET THE EXTRAS and all channels couple one-to-another stockholders; $106,361 was reinvested Th 
by means of a new type of built-in in the business. Fish 
in Efficiency and coupling device. Electrical connec- The Haloid Co. manufactures photo. § large 
‘ tions between channels are made as graphic paper, photocopy paper, photo. J reset 
Cost-Reduction easily as joining toy railroad tracks. copy machines, photocopy chemicals, § tion’ 
? Only a minimum of wiring is required negative materials for the graphic arts, firm: 
that well-designed by the installer. This consists of and Xerox products for xerography, Pr 
d ll d bringing circuit wiring into one of the broa 
and controlle knockouts provided in the sides of the Burroughs Issues Report labo 
outer channels. Burroughs Adding Machine Co., De. M. 
OFFICE FORMS “Grid-Lite” systems can be ordered  troit, Mich., has issued its annual re- Nat! 
in a variety of sub-assembly, “Unit- port for 1951. The company’s income rela 
can give Package” sections. Combinations of was $127,785,218 before expenses and Der 
these can be laid out to fit rooms of taxes. In 1950 the figure was $102. Fre 
many sizes and shapes. 035,948. Expenses amounted to $99. atti 
OFFICE FORMS are one of the most They are designed for quick, simple 094,751 and taxes to $18,075,089. Total e. 
important tools used daily by clerical surface-mounting installations against net income (U. S. and Canada) was 
os flat ceilings of any common material, $7,588,724 against $8,454,041 in 1950, of | 
workers. How about your office forms? such as plaster, wood, concrete, etc. Profits from Burroughs world-wide cise 
oe Are they RIGHT? Are they properly The channel system consists of three operations during the past year totalled 3 
5 ae designed and controlled to speed office types of channels: (1) a center or bal- $10,615,378, compared with $8,799,040 itie 
; * efficiency and reduce time and errors con- last channel with lampholders for one’ in 1950. The difference between U. S. exe 
nected with filling them out? end of the lamps, (2) an outer channel and Canada profits and world-wide bor 
with the lampholders for the other end profits represents profits of overseas chi 
This book spotlights the business form of the lamps and (3) several spacer subsidiaries not yet paid in dividends Ci 
as a vital factor im cutting expense in channels which regulate the distance to the parent company. Normally, Pr 
clerical operations . . . as well as an im- between center and outer channels for earnings are not paid in form of divi- 


portant tool in getting information to exe- proper lamp accommodations. dends until the following year. in 
cutives and administrators. It shows how - 
to design and control business forms scien- 


tifically—so that they will do a better 


, 3 fo 
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Just Published 


DESIGN AND Sineads SUBJECT FILE . 


DEAL FOR SCHOOL, Ie 


CONTROL OF | Se : 
BUSINESS FORMS 


By Frank M. Knox 


President of the Frank M. Knox Co., 
Cleveland, Ohio 


229 pp., 8/2 x II, 114 illus. $6.50 
NOMA Office Management Series 


ON: This book explains the im- 

GIVES AID 4 portant role of forms in the 

| @ how to start a forms. busi { hat they 
contro! program 


—_ eb ape =O 


do, and how they perform their 
job. It tells how to establish 
@ how te use the tools and maintain s forms-control 


for designing forms — 2 ~— . = 
@ how to decide what bry for Gasitiying THIS FILE tS 12” x 10” 
@ form should contain oa 7 —s + as WITH 5-1/4” EXPAN- .S 
Tamew or con _ 
o bw to mark " > to pin nd desten an SION. 6 POCKETS FLAT INSERTABLE CELLU- 
one spuaeations for lor eSective mms Pe —_ aS LOID TAB ON EACH 
how to buy paper; how to buy : PARTITION 
@ how to save money forms, etc. Includes many ‘‘be- : j 


in buyl paper for fore and after’’ illustrations 
forms sad of actual forms and questions 
— Foon toe waar ‘ae 
a save money you apply Di 8 
Im buying forms cussed. 


Please Send Check With Your Order! 


r “... och and ‘college 
are furnished with each file, in odéi-" 


. GENERAL SUBJECT 
Office Management and 7 : % ee a 
Equipment THE 5 iiadineian oe. ine. HASTINGS, MINNESOTA 


212 Fifth Ave. New York 10, N. Y 
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fisher & Rudge Merges 


Fisher & Rudge, management con- 
suitants in labor and industrial rela- 
tions, have merged with Thomas F. 
Neblett of Los Angeles, to form the 
country’s first national organization in 
this field, it was announced recently 
at the firm’s New York headquarters, 
250 Park Ave. 

The new firm will be known as 
Fisher, Rudge & Neblett. As the 
largest organization of its kind, it rep- 
resents more than seventy of the na- 
tion’s leading business and industrial 
firms. 

Principals in the new firm have a 
broad background of experience in 
labor-management relations. Austin 
M. Fisher was technical advisor to the 
National War Labor Board and labor 
relations consultant to the U. S. War 
Department, during World War II. 
Frederick G. Rudge is a specialist in 
attitude research and communications. 
Mr. Neblett, who will be in charge of 
West Coast operations, was chairman 
of the War Labor Board at San Fran- 
cisco during 1942-46. 

Mr. Fisher, in addition to his activ- 
ities during the war, is also a former 
examiner of the New York State La- 
bor Relations Board, and was vice- 
chairman for industry and labor of the 
Citizens Food Committee appointed by 
President Truman. 

Mr. Rudge, well-known for his work 
in management and community rela- 
tions, was a founder of William E. 
Rudge’s Sons, Inc., specializing in 
printing de luxe book editions, and 
founded Fred Rudge, Inc., before the 
partnership of Fisher & Rudge was es- 
tablished in 1951. 

Mr. Neblett has operated his own 
labor relations consulting firm since 
1946. West Coast headquarters are 
located in Los Angeles at 608 South 
Hill St. 


New Electric Deodorizer 


Kisco Co., Inc., St. Louis, Mo., 
manufacturers of cooling and ventilat- 
ing equipment, have announced the in- 
troduction of a new electric deodorizer 
to be known as the Kisco Vitozone. 

The Vitozone destroys unwanted 
odors and freshens the air through the 
use of Ozone generated by a Westing- 
house Odorout Lamp with which the 
unit is equipped. The Vitozone is 
mounted in a modern metal fixture and 
is finished in eggshell white with a 
Polished aluminum reflector. It is 
equipped with an 8-foot cord, and a 
key slot in the back of the unit pro- 
vides simple mounting on the wall. 

The Vitozone is available in two 
models, both of which are built into 


You can copy documents 
of every type with your 
photocopy machine 


' it doesn't matter if the 
original document is 
nontranslucent. .. if 
it includes typed, 
drawn, written, or 
printed detail on 
both sides of the 
sheet. 

Your photocopy ma- 
chine is designed for all- 
purpose service in your office . . . will give you photographically 
accurate and complete copies of any record—quickly, conveniently. 
And in 9 cases out of 10 at a mere fraction of the cost of transcribing a 
record manually . . . and proofreading it. Check 
your paper-work routines and you'll see. 


For the best photocopies, use 
Kodagraph Contact Paper 


This new paper is made by Kodak for _ 
use in all types of contact photocopiers. 
It reproduces all documents in dense 
photographic blacks, clean whites .. . 
with new sparkle and legibility. And 
it’s easier, more economical to @ 
use—no more split-second timing 
or trial-and-error testing. Order it 


...and see for yourself. 


Kedagraph Contact? 


“"THE BIG NEW PLUS’’ IN THE OFFICE COPY FIELD 


EASTMAN KODAK COMPANY — 
Industrial Photographic Division 
Rochester 4, N. Y. 


Mail coupon for 
free booklet 


72 


Gentlemen: Please send me a copy of “Modern Drawing and Document Repro- 
duction”... your new, free booklet giving full details on Kodagraph Contact Paper. | 


the same fixture—the V-1, listing at Z 
$7.95, equipped with one Odorout Name 

Lamp for areas up to 1,000 cubic feet; Diidieiaa 

and the V-2, at $10.95, equipped with . 

the two lamps to service up to 2,000 Company 

cubic feet. The cost of operation of Street 

the Vitozone is less than 5c per week, 

and the Odorout Lamps have an ef- City Zone 

fective life of 4,000 hours or 6 months State 

of continuous operation. 
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0. K. WITH COBRECTIONS 


SHEPPARD ENVELOPE CO. 


... Distinchve Printing 


The most outstanding feature of a 
quality envelope is distinctive printing. 
The Home of 


MINT-E-SEAL® 


The FLAVOR FLAP 


ENVELOPE CO. 


ONE ENVELOPE TERRACE, WORCESTER 4, MASS. 
New York Office: 1133 Broadway, N. Y. 10 


Will you compare your envelope with a 
sample set sent on request? Dept. 86. 


How to Make 
INVISJ8 Le 
Erasures 


With a few feather-light 
strokes, a Rush FybRglass 
Eraser removes the last 
trace of an incorrect char- 
acter — makes it easy for 
you to erase and still keep 
your typing clean and pro- 
fessional-looking. 
Colorful plastic holder 
uses long-life propel-repel 
refills. It must satisfy you 
—or your money back. 


RUSH- 


~- fF YBRGLASS 
ERASER 


Order from your Dealer 
or send 50¢ and 
name of dealer to 


The Eraser Co., Inc. 
104 S. State St., Syracuse 2, N. Y. 


COMING EVENTS 


Life Office Management Association 
Conferences 


May 26-27, 1952 
Broadmoor Hotel 
Colorado Springs, Colo. 


September 22-24, 1952 
Chalfonte-Haddon Hall 
Atlantic City, N. J. 


May 25-26, 1953 
New Ocean House, Swampscott, Mass. 


September 21-23, 1953 
Netherland Plaza -Hotel, Cincinnati, O. 


British Industries Fair 
May 5-6 
London and Birmingham, England 


National Electrical Manufacturers 
Association 
May 6-9 
ith International Lighting Exposition 
Sponsored by The Industrial and 
Commercial Lighting Equipment 
Section, Cleveland Auditorium 


Controllers Congress 
of the National Retail Dry Goods 
Association 
May 26-29 
Annual Convention 
Hotel Roosevelt, New York 


The International Organization 
for Standardization 
June 9-21 
Triennial Meeting 
Columbia University, New York 
Accounting Division 
of the Association of American 
l Railroads 
June 10-13 


58th Annual Convention 
Book-Cadillac Hotel, Detroit 


National Office Management 
Association 
1952 Activities 


May 18-22 
NOMA’s 
33rd International Conference 
and Annual Office Machinery and 
Equipment Exposition 
Fairmont Hotel and Civic Auditorium 
San Francisco, Calif. 
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= FORMS 


Carbon Inter- 

leaved for all 

~ TABULATING ¢ 
TELETYPE 


We are specialists in marginally 
punched continuous forms, pre- 
cision made for use on TABULAT.- 
ING and TELETYPE MACHINES, | 
Also SNAPSETS, from 2 to 18 
parts, produced on high speed 
rotary equipment. 


Get in touch with Mr. Ruskin Watts 
for full information and samples. 


ALFRED ALLEN WATTS CO, INC. 


WATTS | 218 WILLIAM ST. 
mem =6—NEW YORK 38, N.Y. 


Phone: Worth 2-6220 


SINCE 1897 


Pants: 
New York - Newark - Belleville 


(His business paper... of course) 


Any man with business on his mind 
puts his mind on his business pa- 
per. The Best Informed Men in 
your Field find time to read ... 
not just a Fe = or two, but thor- 
oughly. And regularly. It pays off 
in fresh approaches to tough prob- 
lems, close touch with your mar- 
ket. Read every issue .. . edi- 
torials and advertising. Both are 
jamful of news and “how-to” that 
will keep you one of the Best In- 
formed Men in your Field, too. 


Office Management and 
Equipment 
The Office Executives Own Magazine 


22 FIFTH AVENUE NEW YORK, N. Y. 
A Geyer Publication 


One of a series of ads prepared by 
THE ASSOCIATED BUSINESS PUBLICATIONS 
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June 30-July 1 
Methods Clinic 
Dallas, Tex. 


1952 National Business Show 
October 20-25 
Grand Central Palace, New York 


Systems and Procedures Association 
of America 
October 20-22 
Sth Annual International Systems 
Meeting 
Hotel Roosevelt, New York 


National Business Teachers 
Association 
December 28-30 
1952 Convention 
Congress Hotel, Chicago 


Architects Honor Miehls 

George H. Miehls, president of Al- 
bert Kahn Associated Architects and 
Engineers, New Center Bldg., Detroit, 
Mich., internationally known firm in 
the office and factory construction 
field, was awarded honorary member- 
ship in the Michigan Society of Archi- 
tects on Friday evening, March 7, at 
the Michigan Building Industry Ban- 
quet, closing event of the Society’s 
38th Annual Convention in Detroit. 

Mr. Miehls was elected vice-president 
of the Kahn firm in 1943 and eighteen 
months later became executive vice- 
president. In November 1945, follow- 
ing the pasing of the last of the found- 
ing Kahn brothers, he was elevated to 
his present post as president by his 
twenty-five key associates. 


R. W. Davidson, vice-president and 
general sales manager of The Sound- 
Scriber Corp., manufacturers of elec- 
tronic disc dictating equipment, has 
announced the appointment of Joseph 
M. Conley as head of the SoundScriber 
office in the Houston, Tex., area. 


Mr. Conley has had many years ex- 
perience in the office equipment busi- 
ness, being associated with the Inter- 
national Business Machines Corp. in 
both the Chicago and Houston areas. 
Most recently, he has been associated 
in the field of visual education in 
Houston and Dallas, Tex. 


Remington Rand Inc. is offering 
free copies of its new booklet P-307, 
which shows and describes the opera- 
tion of the firm’s Portagraph. Copies 
may be obtained by writing to Rem- 
ington Rand, Management Controls 
Division, 315 Fourth Ave., New York. 


May, 1952 


All night nas 7 5 eee 


for the Tickometer, ON€ hour! 


The Tickometer can count from 
eight to ten times as fast as clerks 
count by hand . . . and much more 
accurately! .. . Tickets counted in a 
major league ball park before the 
game ends...sales slips in a big 
department store counted as they 
are turned in! . . . Currency and 
checks counted and accounted for 
in banks within a half-hour of 
the bank’s closing. The Tickometer 
not only saves clerical time, but 
speeds results. 

The Tickometer counts tickets, 
tabs, bills, checks, coupons, forms, 
from 500 to 1,000 pieces per minute 
. . . records part and full runs on 
visible registers...and (optional) 
will imprint, endorse or cancel as it 
counts. Can be used by any office 
worker, without special skill. 


= PITNEY-BOWES 


TICKOMETER 


The Tickometer is rented, never 
sold, does not necessitate any large 
outlay, works at trifling expense. 
Built by Pitney-Bowes, 
serviced by 93 PB offices ' 
in this country and a if P 
Canada. Ask thenearest | re A 
office to give youa f. ~~ 


demonstration...or send /f S7// 


coupon for free booklet. “SS 


. % 


Counting & Imprinting Machine 


Made by the originators 
of the postage meter... 
offices in 93 cities in 

U. S. and Canada. 
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PITNEY-BOWES, Inc. 
2990 Pacific St., Stamford, Conn. 


Please send illustrated Tickometer booklet to: 


Name 


Firm 


Addr 
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Defense-time or Peacetime... 


Time-tried. . . quality-proved 


...User- preferred! 


Ip millions of offices Oakville’s Yellow 
Box Line of paper-fasteners is always 
specified as the standard of quality, 
uniformity, and full count. Offiée Man- 
agers simplify their buying, stream- 
le their inventory, and lower their 
handling costs by obtaining the com- 
plete assortment of Yellow Box items 
they need at one time—with one order 
—on one invoice—in one shipment. 
Best of all, these little time-savers 
keep workers happy, save their time! 


Standardize-on the Yellow Box Line 
— the line that’s best for you! 


1004 and 150% 


CANNIVERSARIES 


Oskville 
| Cemrany arvisroa 
1052-1982 


OAKVILLE COMPANY DIVISION — 


SCOVILL MANUFACTURING COMPANY 
ce! ak Waterbury 20, Connecticut 
‘New York © Philadelphia © Boston * Chicago ¢ 


_ In Canada: Brown Bros., itd. Foronto2 -~ 
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A methods plan 


(From page 23) 

a) Provide an active interest in methods improve. 
ments made by business and industry generally, 
with special concern to their applicability to the 
company. , 

b) Participate in the work and leadership of asso- 
ciations whose purpose is to improve the way 
in which business operates. 


Specific objecttves—management 
controls to be achieved. 


1) Sound organization. 


a) Its structure should be as simple as size and 
operating requirements will allow. 

b) Functions should be assigned in a logical man- 
ner. 

c) Authorities should be assigned equally with re- 
sponsibilities. 

d) An organization manual, kept up to date, will 
provide the necessary control by management. 


2) Sound policies and procedures. 


a) The flow of clerical work should be reasonably 
uniform in comparable offices. 

b) Clerical and accounting operations involving 
high-volume, repetitive processes should be 
standardized to the greatest practicable extent. 

c) Manuals of procedures, of the records manage- 
ment, of office layout, of accounts and employee 
job write-ups will aid in providing smooth work 
flow and standardized operation. 

d) Office equipment and forms should be properly 
controlled and their application properly related 
to the procedures involved. 

e) A manual of office equipment standards and a 
company-wide forms coordination program will 
satisfy these requirements., 


3) Effective measurement of clerical work. 


a) Reasonable standards should be set for the ac- 
complishment of the various types of clerical 
and accounting work. 


b) A reporting system should be devised whereby 
the percent of the standard achieved would be 
made available. 

c) A table showing the number of employees re- 
quired by varying work volumes should be de- 
veloped to permit formal or informal personnel 
budgeting. 


Programs and projects. 


1) Conduct surveys of procedures and organizational 
relationships in the company’s offices in terms of 
a practicable extent of standardization, simplifica- 
tion and measurement of work. 


2) Follow up new methods installations, and period- 
ically appraise on a comparative basis the effective- 
ness of the office systems in use (To page 72) 
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{ Find out HOW... 
try it FREE! 


WITS This new RCA MODERNPHONE 


Let us do this for you: 
Let us arrange to have these Modernphone 
desk sets brought to your office. See how 
they can save you time and money in your 
daily work. The complete system might eas- 
ily save you up to $3000* or more yearly. 
And to find this out will cost you absolutely 
nothing. THE TEST IS FREE! 


How Modernphone saves time and money 
Puts you in instant telephone contact with all 
your key men. Saves your time and theirs. 
Boosts efficiency all down the line. Push- 
button operated, it’s the world’s fastest inter- 
com. No numbers. No warm-up. No dialing. 
No “ringing” keys. No “push-to-talk” keys. 
One push of a button does it all . . . connects 
your party and rings his station. 


Everyone can call everyone else 
Permits as many 2-way calls as there are 
pairs of instruments. Permits 3-way confer- 
ence calls. All at same time. And from an 
executive station you can always break in 
on any call if necessary. 

Keeps switchboard open 
Operates independently of main telephone 
switchboard. Reduces waiting on busy lines. 
Eliminates “Vl call you backs.” 


Easier to install .. . simple to maintain 
Uses fewer wires. Operates on batteries, 
independent of AC power. Can operate on 
AC with rectifier if you prefer. No complex 
circuits. Installation quicker . . . easier. 
Maintenance negligible. 


Name 


Costs LESS than any comparable system 
Before you buy any intercom see RCA’s 
Modernphone. It’s far and away the best 
buy on the market! Serves 3 to 30 or more 
stations. Includes executive master set, desk 
sets, wall sets. For full story, mail cov 
pon NOW. 


*Modernphone can save you__ 
$300 to $3000 a year... 


Example: Let’s compute this on a 
10-station system. If your key men 
are worth only $3 an hour and if 
Modernphone saveseach man only 20 
minutes a day, that’s $1 a day a man, 
$10 a day total. Thus, Modernphone 
could save up to $3000 a year... 


MAIL COUPON FOR YOUR FREE TRIAL... TODAY 


Sound Products, Dept. 159E, RCA, Camden, N. J. 
Your FREE DEMONSTRATION OFFER 
obligation on my part, please arrange for a demonstration of 
Modernphone in my office. 


ds fair 


gh. Without 


Title 


Company 


Address 


RADIO CORPORATION of AMERICA 
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City. 


State 
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To such spotless folk, dirt’s no joke. Nor are carbon smudges 
and mistakes in handwriting and typewriting, made worse by 
messy erasing. That’s why, every day in a big, big way, the 


Dutch go for neatest of all erasers—Weldon Roberts—for their 
spotless-clean results, their super-quality rubber, their conven- 
ient shapes. Your many customers are just as eraser-conscious. 
That’s why you should feature—and profit from—this world’s 
foremost eraser line! 


1010 HEXO CLEANER— 
Handy hexagonal shape 
plus resilient pink rub- 
ber give splendid work- 
ing qualities: broad 
sides clean even the 
thinnest papers; edges 
and ends "pick out" 
details and line work. 


399 TRI-PLY—The original, superior, 
3-layer eraser for typists. Two 
outer plies of red pencil-rubber, 
for smooth, clean erasures on origi- 
nals and carbon copies, center ply 
of soft gray ink-eraser for a single 
fetter or a complete line. 


WELDON ROBERTS RUBBER CO. 
6th Ave. & No. 13th St. Newark 7, N. J. 
W orld’s Foremost Eraser Specialists 


Correct Mistakes in Any Language 


case 
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3) Develop filing systems and standards for the ¢ 
fective management of records. 

4) Conduct detailed studies of office machines an 
equipment to recommend practical application 
proper utilization and economical operation 
machines. 

5) Establish controls and coordinate the issuance of 
forms, recurring reports and publications covering 
policy, procedure, and organization. 

6) Develop through research comparative analyses @f 
systems and techniques. 


The master plan is a convenient and simple m@ 
dium for conveying to top management the aimg 
both general and specific, of the methods departmeng 
One further step, however, is required. That is thé 
preparation and continuous maintenance of a progres 
report of accomplishments under the master plan 
One style of progress report is illustrated with thig 
article. 

The systems and procedures group which utilizeg 
these tools may be said to have set its own house ig 
order in the same manner that is expected to attend 
to other peoples’ houses within the company. 


Music while you work 


(From page 35) 
it, the company has about 500 subscribers. Among® 
these are the Bowery Savings Bank (head office);™ 
J. Henry Schroder Banking Corp. (head office) ; Na 
tional City Bank (head office); Greenwich Savings 
Bank (branch office and, later, head office); Bank of Y( 


Girl at switchboard provides scale to show small, 

compact size of the receiver (located above the right 

hand) which tunes and controls entire background 
music system installation in an office 


Manhattan (branch office and, later, head office); 
Bankers Trust Co. (branch office) ; Franklin National 
Bank; Federation Bank & Trust Co.; Brooklyn Sav- 
ings Bank; Dun & Bradstreet, Inc.; Reader’s Digest; 
Insurance Co. of North America. Among industrial 


OFFICE MANAGEMENT AND EQUIPMENT 


May, 1952 


+ : 
’ ng suGt 
AS Dut 
_. / —~ Jj 
ee ! a 
: 7 ) ; i ; 
me {o /) ii. 
nll q ec 
a7 : 7 La\ / a 
um = | 
4 le se ae SS wee y= Ti 
/. 4 : 
~~, | 
_ 
am 7 
da | 
ii VAS ae ee ee os ing | Send 
bs aad ue <y , e a Hy ftohe 
Ra Oe a ae — . »« q ” st . of pi 
| oe ‘poe > emeens —_— FF aii ." i} 
ites ‘ fe ait so bs mee P eke. a | eee 4 x £ ie 
Seve es" an Sg » = —_— - a 5 |34 
ge x o  __ 5 fete -- a : a. Fw ' ' oe | inch 
a  Saaae —_ ne 41 
{a : ; 5 A} ee ian Pf j 
‘2 . Var. 4 ier a is j | 
| 7 eS / TRA es ‘ é — - if P SY line 
ae Ee —— : = 3 Lis 
So > a a : >) a a -< : | 
id = o> - ~ : i x —- : > 
i ae = , a ‘ — £. Sees 
\ ; P Ce ee ee ee 
eae. z ee 
st 2 2. 
. ; MONAT 
be 7" pi 72 ee PF 


r the ¢ 


Nes ang 
ication 
ation 4 


@ 


lance of ‘ 
“overing Ae 


ilyses 0 


ple m@ 
e aimg 
rtment 
t is the 
srogresg 
’ plan 
th thig 


utilizes 
use in 
attend 


a TOE Deh 
eld “~ 
sd 


May, 1952 


What, sir? It won’t cost 


ls anything to redesign our 


out-of-date forms ? 


BOSS: Nota cent.We'll 
send for the Hammernmill 
Form Designing Packet. 
Itcontains everything we 
need to do the job right! 


1, Form Designing Kit. Complete material for easy layout and design 
of printed forms, with accurately spaced layout sheets. 


2. How to Design a Business Form. Idea-book with 26-point check list. 


3. Hammermill Form Layout Rule. Six inches long. Carries standard 
inch, printer’s pica, plus elite and pica typewriter scale. 


4. Hammermill Ledger Sample Book. Enables you to choose the 
right color and weight for accounting-department forms. 


5, Hammermill Bond Sample Book. Shows current items in this famous 
line, helps you select the right paper for general office forms. 


6. Hammermill Manual of Paper Information. Conveniently indexed. 
lists all Hammermill papers being made today. 


You can obtain business printing on Hammermill papers wherever you see shield 
on a printer‘s window. Let the Guild sign be your guide to printing satisfaction. 


est; } ‘THE MAKERS OF HAMMERMILL BOND 


nk of} YOU can Save money and time with this FREE Fo 


Send for it now! It’s complete...compact...free. Contains six tools 
tohelp you design office forms that are exactly right. They are: 


Position 
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Hammermill Paper 


y . 
1471 East Lake Road, Erie 6. Pennsylvama 


Please send me— FR 


HAMMERMILL FORM DESIGNING PACKET. 


nl 


‘ head.) ‘ 
(Please attach to, or write on, your business letter 
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aluminum 
chairs 


PROOF OF THE PUDDING 


Over the past months we have constantly ex- 


tolled the virtues of FINE-REST chairs. Rather 
than take our word for these claims, why not prove 
them without cost and without obligation. 


Just call your FINE-REST dealer and have him 
send over a chair or two for a free trial period. He 
will gladly cooperate by letting you try the best— 
letting you try FINE-REST. 


Write for free descriptive literature and the 
name of your nearest FINE-REST dealer. 


“america’s Standard of Business Seating” 


.. _ 
ALUMINUM See 


Distributor Maernorouitan W. ¥. & EXPORT DISTRIBUTOR 
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& Hamilton, Sylvania Electric. Negotiations are q 
renty under way to install the system with seveml 
additional commercial and savings banks, stock 
change houses, private banking, and life and cas 
insurance companies. 

One might have expected “Music While You Wogit 
to have had his mind slightly warped by his s] 
upbringing, but any psychiatrist would readily agmm 
that he now possesses a healthy, uncomplicated braii 
This is how he operates: a supersonic tone signal® 
sent out from Air Music’s radio station which® 
picked up by the subscriber’s receiver. This signgl 
cuts off all announcements, the subscriber conge 
quently getting background music only. 

The transmitter is in operation daily from 8 agg 
to 3 a.m. except on Sundays when it begins at 11 am 
From 8 a.m. to 12 noon, daily, office music is altep 
nated with factory music, 15 minutes on, 15 minut 
off, respectively. From noon to 1:30 p.m. music § 
continuous. From 1:30 p.m. to 5:45 p.m. it goes bath 
to 15 minutes on, 15 minutes off. Then from 5:@ 
p-m. to 3:00 a.m. it is continuous again. No vocal 
are aired, and jazz or so-called “hot music” selection 
are definitely “out.” Air Music has 6,000 transcrip 
tions in its library, most of them either standard, 
semi-classical or popular melodies. 


SUBSCRIBER REACTIONS 


Office Management and Equipment visited two 
large banking houses in New York in an effort to dis 
cover exactly what the employee and management 
reactions are to all this. The results were varied, but 
one indisputable fact emerged—Air Music was there 
to stay. 

Most oft quoted reasons in favor of the system 
were 1) increased productivity, 2) less fatigue in} | 
middle afternoon and at end of work-day, 3) happier} | 
dispositions among employees, 4) reduction in office 
gossip. 

Although admitting that it is extremely difficult to 
trace any of the above four facts directly to the music, 
Ed Goat, promotion manager for the Bowery Savings 
Bank, said that he frankly didn’t know what else 
could possibly be the source. In fact, he reported one 
startling happening that not only coincided with the 
installation of Air Music, but continues to this day. 

The employees in the IBM department had, from 
time immemorial, gossiped and visited with each 
other every morning from g a.m. to five or ten mit 
utes after. Refreshed in spirit, they then managed to 
bring themselves to start up the machines. Now, 
however, they not only report at 8:45 a.m. but begin 
to work! Queried about it, the operators credited 
background music with their early morning vitality. 

Mr. Goat also reported that in the offices both male 
and female employees said that they didn’t “feel 
sleepy in the middle of the afternoon” or “tired at the 
end of the day.” Age was not a factor—young and 
old claimed benefit from the background music. 

The Bowery Savings Bank had Air Music installed 
first on a trial basis; found it successful enough to 
warrant rental of the receiver and speakers. It is now 
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| 1, avromaric CLEAR siGNat 2. SUBTRACTIONS IN RED 3. AUTOMATIC CREDIT BALANCE 

| Gives automatic printed proof of Can never be mistal for additi ‘““Minus'* total computed automatically 
| whether or not machine was ‘‘clear’’ Red figures stond ovt even after be- ond printed with only one touch of 
| when first amount was listed. There's: ing ‘‘checked off'' on tape. total bar. Prints in red with CR symbol. 


never any doubt! 


j 5. LARGE ANSWER DIALS 6. EASY-TOUCH KEY ACTION de STAIR-STEP, = marege eeakene RD 
| Always show the running totel in large Soft, yet positive (cigarette doesn't even Key arrang pre 

| Qumerals. No eye strain. Permit use of wrinkle.) Several keys moy be pressed two keys in same column ot same 

| Machine without tape. : at once. Ciphers print automatically, time. Amounts visible until added or 
¢ 


usuolly saving about 30% of touches. subtracted. 


a. 


and CWaltonad combines these 8 features on one machine! 


On average listings these 8 features, combined, to get the only adding machine that combines 
save hundreds of motions every hour. all 8 features—the National? Call the local 
The more of these features a machine has, the National factory branch, or dealer, for a dem- 
more time and effort will be saved every hour onstration. Models and prices to fit your needs. 
the machine is in use. Isn't it reasonable, then, (There’s no obligation to buy.) 


THE NATIONAL CASH REGISTER COMPANY, DAYTON 9, OHIO 
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4. AUTOMATIC SPACE-UP OF TAPE 

Tape automatically moves up to teor- 
off position when total is printed. 
Saves effort, time, paper. 


8. avecen-puty construction 
Built to give longer life at lower cost. 
All working parts double rust-proofed. 
Compact for desk use. 
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Chair 


66213gVR 


in Hot Weather 


Keep comfortable this summer, as well 
as the rest of the year. You'll like this 
Taylor Lifetime Bank of England uphol- 
stered in Goodall’s Claremont, Gros Point, 
or DuPont’s Frabrilite over foam rubber. 
Order from your dealer before he is sold 
out in the ‘Dog Days”. 


2 


Here's | 
the «| 


that’s... | 


The‘Taylor Chair Company 
BEDFORD, OHIO 
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operating in four departments: IBM, promotion, Ag 
dressograph and controllers. Management feels th 
it’s best to not force it on any departments that g 
undecided or dead-set against it. Some departmeg 1] 
too, consist of no more than three or four persons™ 
a small office and the need for music is not an issu 

Air Music has not, as yet, been installed in gi 
bank’s public areas, though this is where most savings 
banks begin. The main reason for this, explaing# 
Mr. Goat, is that there are severe acoustical problem 
to overcome. Meanwhile, he continued, great succeg 
has resulted from having a skilled organist play carg 
fully selected tunes at Christmas and Easter. 


“WORTHWHILE INVESTMENT” 

The J. Henry Schroder Banking Corp. installed 
Air Music in June of last year, is completely sold op 
the system. Said E. J. Waldak, assistant vice-presk 
dent, “We had heard from other banks that it was@ 
worthwhile investment.” 

He then outlined the history of music in banks 
“Savings banks started to use music for the most part 
in their public areas, particularly where it was thought 
it would allay the impatience of customers who had 
to stand in line.” 

After that, Mr. Waldak continued, commercial 
banks picked up the idea and experimented with the 
theory that it might benefit workers engaged in man 
ual operations. The results were positive and the 
idea was expanded to include those whose work was 
mainly mental. 

“We didn’t want to incur the expense of wired 
music,” he said, “particularly the heavy cost of a trial 
effort, and the simple loudspeaker arrangement of 
Air Music obviated this latter high cost. We placed 
the loudspeakers in various office locations for two 
day stretches and then gauged people’s reactions. 
This was done with a questionnaire which in a few 
words elicited whether an individual liked it, didn't 
like it or was just indifferent. 

“We got a 93.7 per cent vote in favor of music. 
Then we went back to the dissenting 6.3 per cent to 
find out why they didn’t want it. It turned out that 
there was little real objection—most of them quickly 
changed to a position where they were on the fence. 
We went ahead, and in the intervening months, indi- 
viduals have come around asking for the music in 
their departments.” 

Mr. Waldak, like Ed Goat, takes a cautious ap 
proach to the sometimes sweeping claims made for 
music as an aid to office production, but he thinks 
it desirable in spite of the difficulty of tracing im- 
provements directly to the system. His company does 
not have any previous records of work production, 
absenteeism, etc., he explained, so that it is impossible 
to assemble any reliable statistics now which might 
prove the beneficial effects of music. 

However, he conceded, the effort does represent 
good personnel relations. 

The bank leased forty loudspeakers and _ spotted 
them throughout the office areas on all floors. Less 
speakers would have been adequate, but the sound 
volume would have had to be high in order to reach 
everyone who wanted to hear. Now, with this rather 
generous installment, the volume of each outlet can 
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When there’s a mountain of mail on your desk, your 
Gray AupoGRAPH makes it disappear off your desk — 
— You're ready for profitable action sooner. 

ime studies show your paper work can move 30% 
faster with AUDOGRAPH. 

AupocraPH allows both parts of the executive- 
secretary team to handle the work load at the most 
convenient time. You soundwrite conferences, re- 
ports, memos, letters, while your secretary is free to 
go about your business for you. 


AUDOGRAPH sales and service in 180 U.S. cities. See your 
Classified Telephone Directory under “Dictating Machines.” 
Canada: Northern Electric Co., Ltd. Abroad: Westrex Corp. 


A wealth of AuDoGRAPH time-saving features gets 
the job done better than can any other dictation sys- 
tem. One-lever control is all you need to operate. 
The flexible plastic disc holds an hour’s dictation — 
can be resurfaced for reuse up to 50 times! The play- 
back dial lets you hear again what you've said — yet 
can’t scratch the disc. 

If you can use more working hours in the day, 
mail the coupon now. 


Features make it finest 


The Gray Manufacturing Company, 


AME 


FIRM 


(Western Electric Co. export affiliate) in 35 countries. 
Audograph is made by The Gray Manufacturing Company 
stablished 1891—originators of the Telephone Pay Station. 


Hartford 1, Connecticut 
Send me Booklet S.5 
“Manpower—starts with YOU!” 
N 
TITLE 


STREET city 


TRADE MARK “AUDOGRAPH™ REG. U. S, PAT. OFF. 
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be kept low, or else shut off altogether. In passing, 
it should be mentioned that Air Music charges a flat 
monthly rate, regardless of the number of speakers 
used, providing of course, the subscriber owns and 
supplies the equipment. 

Mr. Waldak pointed out that the bank has a 
portable loudspeaker which could be set up in its 
air raid shelter. This would be invaluable in an 
emergency, since Air Music is tied into the city’s 
Civilian Defense system. 

Leslie M. W. Neville, vice-president of Air Music, 
Inc., said in an interview that tests made by his firm 
revealed that many executives found background 
music relaxing in their private offices. In line with 
this, the Bank of Manhattan’s 5th Ave. and 44th St. 
branch has Air Music speakers installed in all execu- 
tive offices, as well as from the board room right down 
to the work area outside the vaults. 

Linton Wells, president of Air Music, drew atten- 
tion to the fact that at very little additional cost the 
music system can be short-circuited to permit control 
of the loudspeakers by microphone for use as a public 
address system. It can also be adjusted for continu- 
ous music, office or factory, if the regular schedule 
does not satisfy a firm’s needs. 

Of interest to baseball fans who have bitter mem- 
ories of sitting at their desks in an agony of frustra- 


half-inning. 

The company is fully equipped to make its own 
surveys of organizations’ needs as to number of speak- 
ers, where they should be located, etc., and to furnish 


and install the equipment. 

“Music in the Air—New Style,” another develop. 
ment in the trend of progressive management's aware 
ness that more is needed to get the best out of ap 
employee than just supplying him with the basi 
equipment, may well become a standard office installa 
tion. Until that time arrives, it will continue to grow 
and improve as more and more offices adopt it in the 
true American pioneering spirit. 


as the Dean and who is elected by the Institute from 
its own membership. Members of the 1952 Institute 
for Certifying Secretaries are: from Business—Loijs 
Corbeil, A. B. Dick Co.; H. W. Dickhut, Stivers Office 
Service; Eunice Fallon, Royal Typewriter Co.; §. L, 
Hooper, Remington Rand Inc.; W. V. Turquand, 
Underwood Corp., and Robert Slaughter, McGraw. 
Hill Book Co. From Education—Dr. Charles Hicks, 
Ohio State University; Dean Clifford James, Univer- 
sity of Baltimore; Dr. Estelle Popham, Hunter Col- 
lege; Dr. Irene Place, University of Michigan; Dr. 
Fred Tidwell, University of Washington, and Dr. 
Dorothy Veon, Penn State College. 
Gladys Bayer, Santa Monica, Calif.; Dorothy Bentley, 
tion, Air Music broadcasts World Series scores at each'| Lansing, Mich.; Gertrude Birkman, Houston, Texas; 
Alicia Cogan, Brooklyn, New York; Dorothy DuBay, 
Baltimore, Md., and Minetta Miller, Denver, Col. 

Various committees of the Institute are working 
diligently to improve the examination. A Research 


Certification 
(From page 33) 


From NSA— 


“Take a good look at a girl who simply can't 
do her best in a noisy, confused office. And 
that’s just the way it used to be around here 
before we installed VMP all steel Mobilwalls. 

My boss agreed that we really needed par- 
titioning, but I’m not easy to satisfy. I wanted 
the best partitioning money could buy. 

The boss isn’t easily satisfied either. He 
checked and compared every partition avail- 
able. His choice? Friend, when the Mobilwall 
story was laid on his desk, my boss saw the 
light. 

With VMP Mobilwalls, there's no such 


2 7 

P - FF * 

Mobilwalls cut sound more than 51/2” 
plaster walls! 


“I'm not easy to satisfy!’ 


Mobilwalls — the most complete line 
of partitions! 
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thing as making-do, because VMP manufac- 
tures the most complete line of movable steel 
partitions. There's a size and style for every 
layout, for every need. That's why with 
Mobilwalls you get custom-made partitioning 
without paying a cent extra. What's mofe, 
VMP Mobilwalls are flexible — easily at 
ranged and rearranged to suit your present 
needs and future requirements.” 


FREE: Mobilwall data sheets give valuable facts 
about efficient partitioning. Write today to Virginia 
Metal Products Corporation, Product Information 
Department, 97 Thomas Street, New York 13, N. Y. 


Virginia 
Metal Products 
Corporation 


PLANT: ORANGE, VIRGINIA 
May, 1952 
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“FEDDERS is a welcome asset during the hot sum- 
mer months!” says L. J. Cowan, Philadelphia. 
The Fedders unit circulates cool, mountain- 
fresh air throughout the office, keeps executive 
efficiency high in the hottest, muggiest weather. 
Comfort circle grille allows installation at any 
height. 


The handsome, streamlined FEDDERS unit fits right 
in the window—no pipes, no ducts, no build- 
ing alterations. Won’t drip on outside of build- 
ing. Plugs in like a radio, works for pennies 
worth of electricity a day. 
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“FEDDERS makes me enjoy working even on worst 
summer days!” says H. H. Baxter, Charlotte, 
N. C. The Fedders unit dehumidifies the air 
. and filters out dust, dirt and pollen. Re- 
lieves hay-fever. Keeps offices clean, cuts down 
housekeeping costs. Circulates, ventilates. 


A GREAT NAME IN COMFORT 


There’s a FEDDERS for every office and every need. 
Mail coupon today for complete facts. 
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MAIL THIS COUPON TODAY! 

Fedders-Quigan Corporation, Refrigeration Appliances 

Division, Dept. OM-3, Buffalo 7, N. Y. 

0 Please send me your interesting 16-page booklet on 
Fedders Room Air Conditioners. 

0 Please have your representative call. 


Name___ —_ 
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Committee headed by Dr. Popham has made a study 
of the basis for the test content and the general eyaly. 
ating procedures. The Institute has employed the 
services of a test writing specialist to review the 1951 
examination and the content proposed for 1952. Ha 
is also to prepare a test instructional manual and oug 
line additional research projects. Dr. Hicks heads q 
committee that is studying operating procedures for 
administering the examination. His committee has 
given careful consideration to comments from indi 
viduals who took it in 1951. Obviously, the examina. 
tion is not yet a finished or highly validated product, 
li will no doubt be changed considerably as more ex. 
perience is had with it. There is every reason to 
believe, however, that within the next few years this 
will become as sound an examination program as 
exists in any occupational area. 


The implications of the CPS program are far-reach- 
ing. The program will undoubtedly result in the up- 
grading of secretarial personnel throughout the coun- 
try. Already schools everywhere are writing for in- 
fomation about how they can more effectively train 
personnel to meet the CPS standards. Many leading 
universities and colleges such as Hunter College of 
New York City, Northwestern, and the Universities 
ot Ohio, Michigan, Washington, and Denver are giv- 
ing courses ranging from ten to fifteen weeks that will 
help individuals review in the areas of the examina. 
tion. As secretaries are certified, management will 
find it easier to identify those who are qualified to 
operate in responsible positions. As business realizes 
the value of supporting its present top-level secre- 
tarial employees, it will make a greater effort to give 
them status. As secretaries gain status in business, 
more career-minded young women will once again 
become interested in secretarial work. As more highly 
qualified secretaries become available, the work of 


business, industry, and government will surely be 
facilitated. 


Copyrex Liquid Duplicator 


Rex-Rotary Distributing Corp., 19 W. 3ist St. New 
York, has available its Copyrex Liquid Duplicator, which 
uses neither ink nor stencils. Small and compact, it weighs 
only 13 pounds; handles all sizes from post cards to legal 
size. 

Priced at $65 plus federal excise tax, f.o.b., New York, 
the Copyrex has a rubber impression roller, set in ball 
bearings, whichis center leveled and thereby assures uni- 
formly printed copies. The moistening system requires no 
special control for supply of liquid and the felt wick can 
easily be turned when worn out on one side. The whole 
liquid container with the wick fastened to it can be dis- 
sembled by loosening one screw. 


New Plant Gets Underway 

Production of Metal-Cals, the permanent, self-adhesive 
identification device, is now under way in the C & H 
Supply Co.’s new plant at Inglewood, Calif. The new 
plant was opened in February with fifty employees. Off- 
cials of the Boeing Field, Seattle company say that the 
output of the new factory has made it possible to reduce 
the time required to fill orders and Metal-Cals are now 
available within twenty days of receipt of order. 

Headquarters of the company will remain in Seattle 
where the Metal-Cal was developed by Boeing Airplane 
Co. Phil Coffer, Jr., is manager of the Inglewood factory, 
which is located at 415 E. Beach St. 
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SURVEY REVEALS AVERAGE OFFICE OF 
100 PEOPLE HAS 8 © 19 DIFFERENT 
MAKES OF PENS TO FILL 


Sanford’s Penit is the one ink that 
makes every single one of these 
pens start instantly — yes, any pen 
regardless of special construction 


Offered solely to acquaint * The Mow Ea 
your office staff with the — See A 
quick-starting ink that . 


makes any pen work bet- Ve J sume: Bedebp dead 
ter and start instantly. /f “<= _ .-.Net Mr. Big-Fist 


SEND COUPON WITH NAME OF YOUR SUPPLIER 


SANFORD INK COMPANY 
Bellwood, Illinois 


Have my stationer send me one-half dozen office-size 26-ounce bottles 
(1-5 gal.) of SANFORD’S PENit Blue-Black Fountain Pen Ink. My 


tens MRS Ss ios a2cr eden eter ehoe ts tetera tends o44 bek 
MEDUNE . 5's. od akdsee 6s hank it.ndbaedeies ciebsin dead aakeks 


Inasmuch as this is my first order of PENit in the new 26-o0z. size, please 
send me without charge 12 desk drawer size bottles of Blue-Black PENit 
Ink for distribution to our office employees. 


A FOUNTAIN PEN INK 


SANFORD INK COMPANY 
atta hee Se SRR SS IRN ER Te 
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_ HERE’S WHY YOUR BEST BUY IS V 
,: Most beautiful air conditioner you can 
__® Extends only 9 inches into. your room 
_ & Twin high capacity super quiet blowers. 
7 * Variable cooling selector for better 
+ Will exhaust a 33% greater volume of ow, 


i A superior in quality, pertormence, design’ a 
orkmanship as the Vornado Air men” 


let, “How To Keep Your Home 
Cooler in Hot Weather.” Ask 
for your free copy at your near- 
est Vornado dealer or 100 We 
in cash, to cover % 
_ mailing to: 


ee 


THE. o. A. SUTTON \g@eeronaaail 


Box 1441-D, Wichita 1, Kansas 
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NOMA Survey Reports 
On Office Customs 


OFFICE DRESS CUSTOMS, the employmen 
married people, snack practices, and office hours 
some of the topics covered in the Second Office q 
toms Survey published by the National Office Mang 
ment Association. Additional topics taken up in h 
survey are length of work week, rest facilities and 1 
periods, length of lunch periods, office smoking, a 
the use of cuspidors. 

The survey results are classified according to type; 
business, size of company and geographic area. Ovg 
2,100 companies in more than 120 cities in the Unite 
States, Canada, and other countries participated§ 
the survey; 464,649 office employees are represengil 

Less than 4% of the responding companies cong 
themselves officially with the dress of their office § 
ployees. With the advent of warm weather, girls hay 
for years been able to dress quite comfortably, Gi 
men employees have often suffered from an overlgal 
of clothing in the past. The results of NOMA’s s 
show that this situation is fast becoming obsoletj 
over three-quarters of the responding companies alloy 
men employees to remove their coats at any time, ali 
an additional 13% allow their men to remove thé 
coats in warm weather only; over 58% allow spom 
shirts. A further indication of leniency is that in 
companies allowing men to remove their coats, 83% 
do not require men to don them even when thg 
have to meet customers or members of the publi 
Only 2% of the responding companies said they 
not allow men employees to remove their coats at a 

Forty-two per cent of the reporting companies i 
strict the smoking of women employees while at the 
desks. It is interesting to note that women are 
stricted in their smoking by about the same numba 
of companies as allow men unrestricted smoking] 
Less than 3% of the reporting companies forbid 
smoking entirely. 


WH 
PEI 

Between-meal eating is of major importance t 
many companies. This is especially true of the mort 
ing “cc'ic- hour.” Almost 85% of the responses indi 
cated that between-meal snacks were officially okayed. 
To add to this overwhelming acceptance, over hall 
of the companies that did not officially allow between: 
meal snacks said that they “ignored violations” of 
the rule. 

The standard office work week in hours is shrink 
ing, the survey indicates. Almost twice as large a per 
centage of companies show a work week of under 
37 hours as did in a similar survey in 1946. The 
group working from 37 to 3g hours per week has 
grown by over 25%, while the companies working 
over 39 hours per week has become smaller. There 
is a 25% reduction in the companies working 40 hours. 

The most popular starting time is between 8:00 and 
8:29 a.m. Fifty-six per cent of the companies respond: 
ing to the survey begin the work day at this time. 


(To page 84) 


WORK WEEK SHRINKING 
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They who Write may Read 


“4KEE LOX TIMELY CARBON 


ip in 
and re 
ing, a For Those Who Need Many Copies. 
O type THE MOST PERFECT CARBON OF 1952. 
20 COPIES 
on a Standard 
Machine 
ALL 


NOT 
A SMEAR or 
ROLLMARK 


Automatically collated 
(ready for the typewriter) 
the Carbon between the 
manifold Sheets in Kee Lox 
patented Kopy Aligner 
Collating Device and Box 
combined. 


Very easy to use. 


WHY USE DISAGREEABLE SYSTEMS WHEN YOU CAN MAKE UP TO 20 OR MORE 
PERFECT COPIES EASILY AND QUICKLY ON YOUR OWN TYPEWRITER? 


ak SAVE TIME, SAVE ANNOYANCE, SAVE MONEY. 
kaye} © FILL IN THE COUPON AND PROVE IT. FREE! IN YOUR OWN OFFICE. 


ss We will send free to any Purchasing Agent, Office Manager or Secretary, 25 

ns” of Sheets of this famous 20 Copy Carbon, your size, in a Kopy Aligner patented 

hrink- Collating Box. Write on your letterhead, please. 

a per 

= Kee Lox Mfg. Co., Rochester 1, N. Y. Q,M.E. 

—“ Please send Free Samples and Box as above to 

rking MAIL TODAY BON wei nis «vans ache 5d oAE Raa eA OO ADs Andee ake ne ad pea 

a vores eS eo os sale Rea ae ewe uaens vEa be ts Chea eee 

o and We use machines 

pond: THANKS Electric [] Noiseless [] Standard [] Copiesatitime......... 

time. i in, a 4 cb ax bo wan dW ehh +0 es nie dn wae kee eee a en : 
WOND a isidechcntensn's<candndned Raspe shhnebnsaans el 5 
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Thirty-one per cent begin between 8:30 and 8:59 a.m. 
Companies setting their starting time for g:00 a.m. 
and later are only 15% of the number that favor 8:00 
to 8:29. Fewer than 100 companies indicated that 
they started work before 8:00 a.m. 

Over half of the responding companies stop work 
in the office between 5:00 and 5:29 p.m. The next 
favored quitting time is between 4:30 and 4:59 p.m., 
with 31% answering here. Just over 100 of the 2,100 
companies indicated that they quit before 4:30; 123 
companies quit after 5:29. 

When asked what policy is followed when the 
husband or wife of a present employee applies for 
a position, the responding companies were about 
evenly divided; half said they would reject the appli- 
cation and the other half said they would ignore the 
family relationship and give the same consideration 
to such a prospective employee as to any other. When 
two employees marry, 35° of the companies would 
move them to separate departments, and 14% of the 
companies consider it necessary to dismiss the wife or 
husband. 

Married women aren't finding marriage a barrier 
to employment in the present-day office. Ninety-three 
per cent of the responding companies indicated that 
they do hire married women. 

Replies to the final question in the survey bore out 
the suspicions held by the National Office Manage- 
ment Association that cuspidors have not entirely 


a 
é 
B 


faded from the office scene. One-filth of the offig 
still have cuspidors in use. Only 1°% of these comp 
nies provide a cuspidor at every desk, but 18% py 
vide them if requested. 

Over 11,000 NOMA members in the United Stat 
Canada, and throughout the world have receiy 
copies of the published results of the Office Custo 
Survey, says W. H. Evans, the Association’s executiy 
vice-president. The survey was made by NOM 
Technical Division and tabulated by the Interm 
tional Business Machines Corporation in Philadelphia 
It was made under the direction of the NOMA Ny 
tional Research Committee, consisting of E. D. He 
ring, Atlantic Refining Co. of Philadelphia, chairmay 
R. L. Forster, Ebasco Services, Inc., New York, and 
W. W. Williams, Aldens, Inc., Chicago. 

The survey covered 21 types of businesses. The 
biggest return was received from the manufacturing 
industry, which accounts for 42° of the total repon 
ing companies. Banking, insurance, and _ financial 
companies made up 16%, while light machinen 
metals and products, retail sales and distribution, and 
wholesale sales and distribution were next with 10°, 
each. 

The current survey is Number 12 of a series of 
Survey Summaries which began in 1946. The ney 
Office Customs Survey may be obtained from the 
Association, at 132 West Chelten Ave., Philadelphia 
It is available to non-members at $2 a copy. 


SHIPPING TAGS « 
PRES-A-PLY LABELS + 


METAL RIM AND KEY TAGS « 

ADDRESS LABELS + 
NOTARIAL SEALS * GUMMED REINFORCEMENTS + 
MENDING TAPES 


These handy Dewnsoon items will help you save 
time, cut down errors, make work easier: 


COIN CARDS «+ 
ADDRESSING LABELS IN SHEETS + 
LABELS + AIR MAIL LABELS + FILE FOLDER LABELS + SEALING AND ENCLOSURE LABELS 
INDEX TABS + PAPER FASTENERS 
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DAY AFTER DAY 
e 
Dennison 
OFFICE AIDS 
SAVE TIME AND MONEY 


Dennison makes dozens of “big 
little things” that bring better 
results to hundreds of office 
jobs such as: keeping records, 
addressing and marking mail, 
preparing file folders, labeling, 
assembling binders, mending 
torn papers. 


Let these versatile Dennison 
office aids simplify and speed 
your work. Call your stationery 
supplier today. 


GUMMED LABELS 
CAUTION 
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Every record properly filed and continuously under con- 
trol. .. every record systematically classified and safely 
stored for the period of time serving your own needs 
and all legal requirements ...every record preserved 
and indexed in the form that’s most convenient and eco- 
nomical for you... all this you’re paying for right now 
in one way or another. But do you actually have such a 
system for well planned, efficient Record Retention? 


Free Booklet Gives You a Yardstick 


of Performance 


" A wealth of practical ideas accumulated by Remington 
Rand in years of business systems leadership, is available 
to help you solve Record Retention problems. Much of 


‘< 


*You can “rent” experienced supervisors and/or com- 
plete office staffs from our Business Services Depart- 
ments for record reorganization and other peak load 
assignments, including punched-card accounting and 
microfilming. 


You’re paying for an ideal system of record retention 
..-why not get it—now? 


this experience is condensed in our new, 24-page book- 
let, “A Basic Plan...” telling how to save on clerical 
time, filing space and equipment... how to organize a 
retention plan and follow it through successfully . . . how 
to evaluate records in terms of fire and other types of 
protection ...and how your complete changeover can 
be made to a new, ideal system without burdening your 
office staff with extra work.* For a free copy—and there’s 
no obligation — visit our near- 
est Business Equipment Cen- 
ter or write to Management 
Controls Reference Library, 
Room 1127, 315 Fourth Ave- 
nue, New York 10. 
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Two 1952 Models of 
Forms Rulers 


With so many organizations repro- 
ducing their own forms on office dupli- 
cating machines, two low-cost prepara- 
tion devices—1952 models—have been 
announced by the Michael Lith Co., 
145 W. 45th St., New York. 

The Paraliner Forms Ruler is de- 
signed to permit anyone in an office to 
make a form equal to that made by a 
professional draftsman or printer, but 
in one-third of the time. By a simple 
operation, parallel lines, either hori- 
zontal, vertical or diagonal can be 
spaced from a thousandth part of an 
inch up to an inch or more on any 
size sheet. A controlled index wheel 
on the Paraliner board is set against 
a measuring scale at the desired space. 
Then step by step, the ruling edge is 
moved forward with slight pressure of 
thumb and forefinger, while the person 
operating it draws the lines already set 
by the index. 

The Paraliner Line-Up and Light 
Table is an all-steel frame table with 
the Paraliner Ruler built into a glass 
board which lights up from the inside. 
An important added feature is the rul- 
ing measure, controlled by micrometer 
precision. The entire glass table top 
will tilt and will rotate completely on 
an axis and will lock at any angle. In 
addition to offices, offset lithography 
and printing plants, it is especially use- 
ful in drafting and engineering layouts 
because of the built-in micrometer pre- 
cision instrument. 


The Human Touch 


In these busy times it is easy not 
to miss a fellow employee until several 
days later when he returns wan and 
weak from a bout with the flu. That 
is often a regrettable oversight as fel- 
low employees might have wanted to 
make a call, visit or send some token 
of sympathy and friendliness. 

To keep employees informed, The 
McBee Co., Athens, Ohio, posts on all 
bulletin boards in its plants, the names 
of employees absent a week or more 
because of illness. The service has re- 
sulted in “get well” cards, telephone 
calls and visits to sick employees. The 
idea has proven so useful and popular 
that McBee wishes it had inaugurated 
the service years ago. 


Cash Awards for Suggestions 


Sizable cash awards have been dis- 
tributed to nine members of Pacific 
Mutual Life Insurance Co.’s staff for 
constructive suggestions keyed to im- 
provement of the company’s office 
practices. 

Awards were earned for ideas ac- 
cepted during the past three months 
by Pacific Mutual’s Suggestion Plan 
Committee, administered by a rotating 
group of employees appointed quar- 
terly. This committee has full au- 
thority to select winning ideas and de- 
termine number and amount of awards. 
Popular and consistently productive of 
sound ideas, the plan has been func- 
tioning successfully for nearly six 
years. 


Rotor-File Record Units 
Offered By Manufacturer 


Important savings in reference 
and increased clerical production § 
the handling of active records are @ 
fered by Rotor-File record hous 
equipment, according to the manuf 
turer, Wassell Organization, 
Westport, Conn. 

Adaptable to housing a wide rag 
of records including standard and gp 
cial cards, binders, and folders, Rotop 
File meets the requirements of syd 
high volume reference and posting g 
erations as credit histories, sales 
inventory records, tax records, me 
ical records, cycle billing, tabulating 
card housing, insurance policy ag 
claim records, accounts receivable 
production and cost records, prim 
data, customer records, utility line pep 
ords, and real estate records. 


Rotor-File consists of one or mom 
circular tiers rotating on a vertigg 
shaft with card records, binders, corte 
spondence, or other material arrange 
in suitable trays or racks. The ope 
ator, working from a seated position 
commands a large number of acti 
records and can easily find any recom 
in seconds by rotating the tier to bring 
the proper tray within reach. 

Record cards are filed in removable 
trays. Long and short trays alternal 
on the tiers to make maximum use@ 
the tier area. Existing records can® 
transferred to Rotor-File without # 
teration. 


-Handipen 


up, too, when you equip 
ey save time and en 


instantly. 


— for ev 


further details. 


a 
Exclusive “Capillary” Inking 


Your office workers appreciate the convenience, and their efficiency goes. 
them with famous Sengbusch Handi-pen desk sets. 
empty-pen nuisance—one Handi-pen filling equals 
100 fountain pen fillings. Handi-pen is always accessible — always writes 


And Handi-pen saves you money. Exclusive “Capillary Action” inking 
ends ink spoilage and waste — the last drop of ink stays fresh as the first. 
Handi-pens offer a wide variety of pen points — plain or iridium-tipped 
writing style. Equip your entire office with th 

your staff do faster, better, neater work. See your stationer or write us for 


em — and wat 


152 SENGBUSCH BLDG. 


© MILWAUKEE 3, WIS. 


OFFICE MANAGEMENT AND EQUIPMENT 


May, 1952 | y 


er | , 
x 

|. 
a h 
, : a 
ak cal 
fone 
ive 3 
ait | 
a 10 
oon en Se ee ae 
y 7 | hngtaoh SEE | 
> te wrilé Way & 

| to cut waste motion i_-# 
as om a : 

as c—C—— SS De y Huge ink capacity ALi 
* ry + 
4 ih ‘G ye 
ae : hi NOS aoe ‘ae 

—_. — —— 
4 Also avoileble with -* 2 yl 
: 4 chain ter lay use. (P, y SS 


it silt 


ne DE 
o Hen ae vl 


i 
AHA HE a 


art steel co., inc. 
170 w. 233rd street — 


new york 63, n.y. — 


a) 
,o 
s f° 
— e 
| 

om 
j= 
i: 


ONLY YOU KNOW YOUR ~ 


OWN SECRET 
COMBINATION 


PROTECTION 


» 1952 OFFICE MANAGEMENT AND EQUIPMENT 87 


=~ 
yee nn | 

- oe a 

; | “¢ 2. b> f 4 ji 4 y " (® sal ES, ae eg i: ae = f 

ct ) ¢ aN pitty n d 3 9 ilps / ti, a 4 — 

5 a-- Ayaes — s ery of 0 £25 7 } 
oa Ya bs, Ane taller ji! JE EE | 
on, op ee yy, ee ~ Sy ip Bags | 

rN | YT] . ~ eke > a : ° Ks \ 
and gp 3 Sas > >>> - + 2, 
— Rotor = Ee /: Ss Th uf) r ry 4 | f7/ : oe 
+ Of su hg Fy e “ ie) Hh. Pex . SE 
sting 0 CS f “yy ; “Sa ie ;  @) a¥p \ 
a Sof NAT ag oA 
abulati i ~ “3 Lp J J) ' : ie ‘S Ls 6) ) BGs toe < 
licy agg > WF . a) ~ Li i wi 0 | 
eceivabl SSS /; sa / Leg | Be Us ‘Si * = 
| eee es. ly SO ~f 
line rep ~S by /® LG, y a 
| | = Oo = < 
“ve NAT ; < 
an = fo s a = 
arranged o a4 : i vue us , 
| 7 | a | 
of acting apy z i; & - - 
y recs een ° ~ 5 : # a ~ a wet 
to bring fe ~ 3 — = - 
mo , r — aati mi ; 
- os © a 3 . , 
=; = | | 8) | ey 4 ol ss ; 2 
E=c See ef 
| EE eu ie mde Ty) - | 
tede)t eB. 2A S$ oe: , 
‘Niticlcdhe a toe) . 3 
| = —_ = % aC S ” = 
{ — : a \ my — a ; 
we? 4 ¥ i 
; eal . y e = 
ast ve \ We SN 
aN % a ie ‘ 
ty Kea 3 y.9 = 4 3 Lp) r 
vtits San : : be F, ‘ 
Eco ° & ~\ po ad ce 
| ay \' ALANS: << \ ; 1, PAS at S/ we 
| © A As Ge =v a Ake | 
. san O10 Wa mS ii 
wee" 3D <a io) wd KS, 
f | ik és \ wl: “Kye SN " itt \ ’ » ma 3 
ets. Ss x ' * Ss c weed §. 2 - ia a 
: S sl ee Ogg eae | Fanee: aes ie | 
ed ex . ple. aS 
| oS\ - - 
2% 3 \ ’ 
| | < P 
1952 i caeeemenieiieeneimamiieliiiiiaiibiaiied 


per makes a difference! 


When you want paper that will 
create a smart, lasting impression 

. when you want paper with 
snap and crackle — combined with 
fine typing and erasing qualities — 
just say to your stationer, “Give 


me Eagle-A.” 


For letterheads, second sheets, 
onion skins; legal and testimony 


tuled, printed “copy” or manu- 


2 script covers — the highest quality 
} is assured when you specify 
Eagle-A. Always look for this 


famous trade mark — symbol of 


highest quality standards. 


Write for samples. Address Dept. 2 


a 


FAGLE-A’ PAPERS 


AMERICAN 
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Lighting and Productive Effor % 


Herewith is a summary of an address by Willard C. By 
and Robert L. Oetting of General Electric Co., at the leg 
series “The Relation of Environment to Work,” sponsored 
the Librarian of Congress and the Architect of the Capitol 
the Library of Congress, Washington. 
THE MOST DRAMATIC proof-in-use demonsq 
tion of how better seeing conditions increase prod 
tivity of office personnel has been made in Govg 
ment offices right here in Washington. The studi 
of the Public Building Administration (now the Pi 
lic Buildings Service of the General Services Admin 
tration) have given office managers the most relial 
and impressive experience-data ever assembled. 
results should be convincing beyond any doubt tim 
“good seeing is the keystone to efficient office pa 
formance.” 


THE ECONOMY OF PLANNED LIGHTING 


Good seeing seldom results by accident. It 
planning, based on sound facts. The question of com 
should be considered against the perspective of @ 
returns to be expected from an investment in betii 
seeing. 4 

The PBA studies already mentioned resulted in @ 
following in the Bureau of Internal Revenue: Bi 
changing from 10 footcandles of poor quality lighti™ 
to 50 of good, while at the same time introduci™ 
light-colored environmental finishes, a gain of 5.5 pa 
cent in punch-card productivity was achieved. Ti 
was in spite of the fact that, during the test perig§ 
three of the five income tax forms being process 
were increased in complexity. Operators estimati 
that these changes increased the amount of work by i 
much as 50 percent in some instances. So the res , 
tant gain in productivity is indeed conservative. TH 
increase in productivity would have required mom 
than $13,000 annually in payroll alone if it had beg 
obtained by adding employees. Instead, $6,500 Wa 
spent once, for the lighting and other environment 
improvements. 

Planned lighting, as the keystone of good seeings# 
economical. It improves employee performance, we 
fare and morale. Certainly no office manager woul 
expect his employees to work blindfolded—but maij 
are now struggling against the partial blindfold of ® 
adequate seeing conditions. Planned lighting im@ 
planned environment will go a long way toward ® 
moving these blindfolds and permit employees ® 
come a lot closer to optimum of seeing performant 
It can be expected to return values, tangible and in- 
tangible, far in excess of the dollars invested. 


GENERAL TERMS AND DEFINITIONS 

There are certain restrictions and shadings plac 
upon the meaning of common words when used ® 
lighting and seeing contexts. In the first place, sight 
or “vision” is limited to the process which results ima 
mental response or impression. Seeing includes tis 
operation but is further concerned with the rapidilj 
and accuracy of sight, the comfort and ease of perft 
mance, and the amount of human energy expendé 
(or conserved) . [According to the Mayo Clinic, about 
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this office increased business 


eing, B Planned, designed and equipped by Browne-Morse, the new business home of the 

ce, wee Greenville Finance Company shows what can be accomplished by good office planning. 

would It combines maximum office efficiency with unusual customer convenience. 

t mally Efficiency has been obtained by grouping the various departments into compact 

1 of & units, and arranging them so work can be processed quickly without criss-crossing 

g ine and back-tracking. Browne-Morse Plastite Top Desks and Counter-High Files 

ard f provide the utility and convenience needed for an orderly work flow. 

ees Business has increased tremendously due to the friendly atmosphere 

mane of these new offices according to Mr. James Copeland, President. 

ind it Your office deserves the best . . . and the best is Brown-Morse. ‘ 
placed Architects of Efficiency for America’s Offices 

z Browne-M 

, sight rowne- orse 

is ’ MUSKEGON MICHIGAN 

es 

pidily Manufacturers of steel office furniture — files, desks — aluminum 

perfor chairs and filing supplies for over 45 yeors 

vended 

about 
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The Acco Fasteners 
in Accopress Binders 

id from 2 to 2000 
sheets. Capacities 


. 
from 1 to 6 inches. with 


ACCOPRESS 


- BINDERS 


Accopress Binders are the economical loose leaf—or 
permanent—means of binding all your business 
papers. Made of fine pressboard. Long in life. Low 
in cost. Stack flat. They insure permanent safety for 
all records—letters, orders, contracts, invoices, re- 


ports, etc. Choice of many styles and sizes. Ask your 
stationer. 


ACCO PRODUCTS, Ine. 
Ogdensburg, N. b 
In Canada: Acco Canadian Co., Ltd., Toronto 


25 percent of all human energy 1s expended in seein 
Similarly, the provision of light is but the first se 
toward a complete lighting design. 

The light on a task can be measured physically, 
illumination or density of light provided is express 
in footcandles. The density coming from a surfag 
by reflection or transmission, or by generation is , 
fined as brightness and expressed in footlamberts, 

The degree to which a surface reflects incident lig 
(footcandles) and takes on brightness (footlambert) 
is measured as reflectance. 

Planned lighting is concerned with more than foo, 
candles. It involves the brightness of the entire @ 
vironment—tasks, light sources, fixtures, windows, anj 
the intermediate surfaces of the room, furniture and 
equipment. 

LIGHT—SIGHT—SEEING 

The completion of an office task involving seeing— 
and most do—depends on a long chain of factor 
There are the physiological, psychological and patho 
logical characteristics of the individuals; the size and 
contrast details of the work task; the time available 
required to see the task; the degree of recognition and 
interpretation of details the assignment requires; th 
matter of coordination with other senses, motor ani 
mental functions; the directional and spectral quali 
ties of the light; the relation of lighting equipmeml 
and other environmental factors to the brightnes, 
color and position of the work; and the quantity a 
illumination providing task brightness. Indeed the 
production of office work is the end product of almost 
unbelievably complex human functions. 


HOW MUCH LIGHT 
It is not easy to establish quantitative values—either 
recommended or achieved—where seeing is involved. 
The greatest difficulty stems from the great versatility 
of the eyes themselves. They are willing servants but 
do not accurately measure their own performance. 
The eyes will identify minimal or threshold conditions 
by either just seeing, or just not. No other measuring 
device is required. But they do not indicate when 
optimum conditions prevail, nor what degree of see 
ing performance is realized in any given office or for 
any given operation. To obtain this information, 
measuring techniques and instruments must be en: 
ployed. 
ESSENTIAL “QUALITY” FACTORS 
The mere provision of a given quantity of light on 
a task does not insure the benefits implied. The qual- 
ity of the light on the work—and the reflection charac 
teristics of the work—are of concern. The lighting 
should not cast sharp, dense shadows across the work. 
Reflections that are distinct, bright images of light 
sources, windows, or lighting equipment should not be 
seen in the work. Too often all emphasis in gaining 
these objectives has been placed on the design of the 
lighting equipment. Introduction of dull-finished 
paper and work materials, and the use of non-glossy 
inks, should receive equal attention. Real progress 
toward better seeing and reduction of working effort 
will result. 
The eyes see most comfortably if the brightness ul 
the surroundings is just about the same as the task. 
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the newest ideas 
steel office furniture 
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OWS, and : : 
ure and : : 
seeing : In creating this new desk and table line, Berger designers discarded all : 
factors : outmoded notions of desk construction ...and fashioned an entirely new : 
1 patho : concept of working comfort for you. : 
size and : Both desk and table are ower... an easy, comfortable 29-inches from the : 
lable o floor . .. adjustable to 30% inches to suit you. Center desk drawer telescopes : 
ion ani into the deep roll of the top, and space between desk pedestals is wider to : 
c give plenty of leg room. Table legs and desk pedestals are gracefully tapered. : 
a be ” On top, Berger put its famous light “eye-comfort” surface that blends softly : 
’ with papers . . . offers no harsh contrast... rests your eyes. Executive Con- : 
1 quali ference top with roomy 9-inch overhang on three sides allows time-saving 
pment conferences right at your desk. 
shines, These all-new Berger beauties are truly a desk and table team that give a 
nuity al man an air of going places . . . with the look of “having arrived.” Office 
ed the furniture dealers are proudly displaying them now, in rich walnut and 
almost mahogany grain finishes and in modern platinum gray. They'll be glad to 


show you all the 1952 features. Or, write us for descriptive literature. 
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STEEL DESKS AND TABLES e« VERTICAL STEEL FILES 
STEEL STORAGE CABINETS 
STEEL WARDROBES e STEEL BOOKSHELF UNITS 
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art steel sales corp. 
new york 63 n. y., u. s. 
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VALET 73 RACKS 


LOCKERETTE 


—Combines the best 
features of both lock- 
ers and coat racks. 


Wraps are exposed to air 
and light. Employees do 
not face the weather in 
damp wraps that have 
been crumpled in dark 
lockers—o not eat sogry 
lunches, soaked by wet 
hats or cloves. Each 
person has hie own 
spaced coat hanger, ven- 
tilated hat shelf and 12” 
x 12” x 15” deep lock 
box for lunches, 

and personal effects. 


tools 


Lockerettes 
too . 


Improves health and morale— 
lower absenteeism. 


“— he 
(2 - column) 
dates 12 people in 6 feet: 
the No. 9-18 (illustrated) 
— 18 in 9 
eet. 


Write for Bulletin OL-4 


VOGEL - PETERSON CO. 


624 So. Michigan Ave., Chicago 5, Ill. 
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The presence of surfaces or objects appreciabh 
brighter or darker than the task interferes with the 
ability to see—as well as the comfort of seeing. They 
are not new facts, just ones that are coming to be bet 
ter understood—emphasized, in part, by the increas 
ing use of more and more light in offices. For while 
increased illumination sharpens the sensitivity of the 
eyes to contrast and improves the seeing of tasks, mor 
light also makes the interference from dark surround. 
ings more apparent or even objectionable. The solu 
tion is not in sacrificing an improvement in seeing the 
work but is in the elimination of the dark areas in the 
environment which throw the brightness pattern out 
of balance. 


Light-colored desk tops are of utmost importance 
since they are the immediate surrounding for many 
office tasks and occupy a large part of an employee's 
visual field when the eyes are at work. Recommended 
reflectance for desk tops is 45 percent, with a tolerance 
of + 25 percent. This permits the use of natural 
woods such as oak, maple, and birch. Many light 
colored plastic materials show great promise, although 
they have not been used extensively so far, reportedly 
because of shrinkage and adhesive problems. Natural 
walnut and mahogany are considerably darker than 
the recommended value. The general practice of giv- 
ing them highly-polished finishes or protecting them 
with glass tops introduces reflected glare problems in 
addition to the high brightness ratios they create with 
the work materials. 


SUMMARY 


To summarize briefly what constitutes good light- 
ing: Recommended levels are not less than go foot- 
candles, and should be more nearly 50 for general of- 
fice work and up to 100 for critical and exacting as- 
signments. Whatever type of system is selected— 
direct, indirect, or a combination—comfort should be 
insured. On this point, glare ratings of 20 or 15 oF 
less will assure a high degree of employee satisfaction. 
The use of light-colored finishes will improve comfort 
and appearance and cost little, if any, more than the 
continued use of dark ones. Refinishing existing 
equipment is always a problem but not an insur- 
mountable one and the procurement of new equip- 
ment with light finishes should be started now as a 
matter of future policy. Finally, more careful scrut- 
iny and control of the materials used in office work 


can greatly improve seeing performance and work pro 
ductivity. 


Graph Shows Typewriter Costs 


A comparative cost graph showing the savings which re- 
sult when manual typewriters are replaced by electric ones 
has been prepared by the International Business Machines 
Corp., 590 Madison Ave., New York. 


According to the graph, use of an electric typewriter will 
result in savings of nearly $25 at the end of a month, with 
savings growing to more than $50 by the end of three 
‘months. Annual maintenance costs are given as $12 for 
manual machines and $30 for the electric; salaries and 
supply expenses are equal in both cases. 
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The graph is obtainable on request from IBM. 
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BUSINESS 
SUPPLIES by 


For more operating efficiency— 
in your office, in your warehouse 
or in your factory—make sure 
that your business supplies 
carry the ENNIS name—first 
name in America for fine 

paper products for general 
business use. Buy them from 
your dealer now. 


Ask your dealer 
for ENNIS 
products... 

he’s sure to have 
them! 


TAG & SALESBOOK CO. 


Manufacturers of Paper Products 
. Factories at Ennis, Texas ¢ Chatham, Va. 
Branches in Houston, Dallas, Birmingham, New 
Orleans, Albuquerque, Los Angeles, Denver, 
$t. Louis, St. Paul and New York 
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art steel sales cor al i 
new york 63 n. y., U.S. a. 


Quality brands in 
pencil erasers 


Each of these famous erasers serves a special 
purpose. Have them both handy for just the 
right touch you require — to assure clean and 
thorough erasing. 


... and in rubber erasers — it’s Goodyear! 


THE ROSENTHAL CO., 45 EAST17th STREET, NEW YORK 3 
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Industrial Directory List Available i 


Directories of industrial data are published in each of th 
forty-eight states, but their forms differ widely and their spon- 
sors vary. In some states, the chamber of commerce may iggy 
the directory, in others it may be an industrial developmey 
commission or the business research bureau of the state gq. 
versity. Prices and publication dates are irregular too. 

In order that businessmen may have ready access to the where, 
when and how-much of each state’s directory, the Busines 
Branch of the Public Library, 34 Commerce St., Newark, N.J 
has listed this information in a recent issue of its monthly pub 
lication, Business Literature. 

Reprints of this useful compilation are available for 25 cents 
by writing Marian C. Manley, business librarian. 

The Newark Library has a directory collection covering over 
500 cities and keeps more than 400 business publications on file. 


Getting Good Will Through Pension 
Plan Is Outlined in Booklet 


Ways of obtaining greater employee cooperation and good 
will through simple, effective presentations of pension plans are 
outlined in a new booklet issued by Employee Benefit Ploy 
Review, 166 W. Jackson Blvd., Chicago. 

Titled How to Explain Your Pension Plan, the book examines 
this problem from an advertising and selling viewpoint. Too 
often, it points out, favorable employee sentiment is lost because 
company plans are simply announced, not “sold.” It suggests 
the use of entertaining, understandable literature in place of 
overly factful, complicated explanations of retirement plans, 

The booklet is available free of charge. 


Audograph Opens Rochester Branch 


Opening of a branch office for sales and service of Gray 
Audograph dictation and transcribing equipment at 434 East 
Ave., Rochester, N. Y., was announced in New York by Ralph 
A. Nerrie, general sales manager. 

William G. McDonnell, the firm’s top salesman, was appointed 
branch manager. A Brooklynite, Mr. McDonnell is a graduate 
of Villanova College and LaSalle Academy, New York. 


Plans Laid For Fifth 
International Systems Meeting 


Definite plans are shaping up for the Fifth Annual Inter- 
national Systems Meeting of the Systems and Procedures 
Association of America. Scheduled tentatively for October 
20-22, the meeting will be held in New York under the sponsor- 
ship of that city’s Chapters No. 1 and 2, and the chapter of 
northern New Jersey. 

The meeting’s Executive Committee has been working on 
plans since February. It intends to present an “entirely unique’ 
series of intensive, practical and technical sessions “which will 
materially add to the ‘know-how’ in such great demand today.” 

Members of the Executive Committee are: Matt Boz (Shell 
Oil Co.), general chairman; Walter Wanner (Esso Standard 
Oil Co.), general vice-chairman; Reuben Goodell (Continental 
Can Co.), chairman of finance; Ed Jennings (Esso), chairman 
of registration, and Robert Stein (Prudential Insurance Co.), 
Program Committee member. 

Assisting the plan-making is the Committee for Subjects and 
Speakers. Its members, drawn from the Baltimore and Phila- 
delphia Chapters, include: E. Fred Halstead (U. S. Pipe & 


Foundry Co.), chairman, and J. Lee Jones (McCormick & Co.), 
vice-chairman. 


Tapley to Manage Burroughs’ Branch 

Charles W. Tapley has been appointed manager of the Bur- 
rough’s Adding Machine Co.’s Vancouver, B. C., branch, W. E. 
Morgan, general sales manager announced recently. Mr. Tapley 
has been with Burroughs’ sales staff since 1936. 
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America’s finest modern line 
of steel office furniture 


Designed to match modern methods .. . in keeping with 
today’s advanced thinking ... planned to fit your future! 
Skyliner’s rugged construction is hidden beneath sleek, 
simple, dignified lines but you know it’s there... fine 
craftsmanship down to the last detail. 


Write For Pree Literature! 
Illustrated literature, catalog and com- 
plete information available on request. 
No obligation, of course! 
ORNA-METAL PRODUCTS CO. 
2412 So. Seventh St. « St. Louis 4, Mo. 


THO Nel yy 


_ Nelsonized wood keeps its shape against all kinds of 


distortion due to moisture and temperature conditions. 
Drawers work smooth and easy. See for yourself at the 
N.O.M.A. Exposition. More and more desk manufac- 
turers are using wood stabilizers developed exclusively 
by Nelsonite Chemical Products, Inc., Grand Rapids, Mich. 
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FRASERSTING 7077 ond 


now has 2 new members... .EraserStik 
7077 and 7077B—the new, better way 
to erase lead pencil and carbon paper 
marks. Insist on original EraserStik. 
Accept no substitutes. 


A.W FABER-CASTELL 


PENCIL COMPANY INC NEWARK N 


co 

For Pencil and 2 
Carbon Paper Marks. iS | 
The All-American office team of . 

COLUMBUS 1492 pencil and wood-encased i 
EraserStik 7099 ond 70998 (with brush) ay | 
a i 


ERAS 


AW FaBEeR GRASEF STK 


every B. F. GOODRICH typewriter roller makes 
a vital difference in the appearance of your 
© letters © carbons © general typing 

© masters for reproduction © forms 


Your local typewriter dealer carries 
the new, better-than-ever 


B.F.Goodrieh 


TYPEWRITER ROLLERS 


-~ 


SHIPMAN-WARD MFG. CO. 


325. N. WELLS STREET = © ~~ CHICAGO, ILL 
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Turnpike Tolls Guarded 
By Remington Rand 

A foolproof, mechanical “watchdog” 
will assure that users of the New Jer- 
sey 118-mile turnpike pay correct tolls 
on the new super highway formally 
opened November 30, the New Jersey 
Turnpike Authority announced. 

The combined punched-card ac- 
counting machines and axle-counting 
system developed by Remington Rand 
Inc. has been in operation on the 
southern 53-mile section of the turn- 
pike which was opened to traffic be- 
tween the Delaware Memorial Bridge 
and Bordentown on November 5. It 
has proved to be a stringent and faith- 
ful guardian over would-be “toll 
dodgers,” according to the Authority. 

A pay-as-you leave ticket system 
will use Remington Rand Tabulating 
Cards, pre-punched to indicate the 
point of entry to the highway and the 
type of vehicle. The driver will pick 
up his ticket as he enters the turn- 
pike, pre-printed with correct tolls for 
every point of exit. He will then con- 
tinue, without slowing down for tolls, 
until ready to leave the highway. 

Making a right turn—there are no 
left turns—he will drive through a toll 
lane at the exit interchange (the term 
used for entrance and exits) and there 
turn in his ticket to the toll collector, 
and pay the fare printed on the card 
for this particular interchange. 

As the vehicle approaches the toll 


gate, a “pedestrian-proof” treadle reg- 
isters the number of vehicles and 
axles, so there will be no mistake on 


' the part of the collector and will serve 


as a check against the type of vehicle 
registered on the ticket at the point of 
entry. These treadles are so designed 
that they not only indicate the num- 
ber of axles rolling over them, but dif- 
ferentiate as to the direction, forward 
or reverse. This is recorded in remote 
electrical records, one for each toll 
lane, and all housed in the register 
room of the interchange utility build- 
ing—a room accessible only to central 
office tellers and maintenance men. 

Stamped on each of the tickets by 
a validating machine will be the exit 
interchange number, the time and date 
of collection and the number of the 
collector. As the collector goes off 
duty, he will put his collected fares in 
a money bag together with a deposit 
slip and the corresponding tickets 
with a duplicate deposit slip in another 
bag, depositing these in a vault in the 
utility building. Each morning a cen- 
tral office teller will pick up the money, 
the tickets and the tapes from the re- 
mote electrical recorders and take 
these to the central office where all 
three will be mechanically audited for 
any possible variance. 

This system of double checking also 
provides a complete cross-file for ac- 
counting control and statistical infor- 
mation. Remington Rand Tabulators 
make these daily audits of all informa- 


tion on the cards which are automa. 
tically punched onto summary cards, 
These summary cards are used to 
tabulate data on mileage for each type 
of vehicle, average revenue for each 
type of vehicle, most-used and least. 
used interchanges and traffic volume 
between interchanges. 

The new super highway will link 
the George Washington Bridge, Lin 
coln Tunnel, New York and Connecti. 
cut Parkway systems with the Dela 
ware Memorial Bridge and the Mary. 
land Expressway, with connections to 
the Pennsylvania Turnpike and the 
New York Thruway also planned. 

Because it will carry both passenger 
and commercial traffic, the Authority 
expects its peak load problem to be 
greater than that of similar authori- 
ties. The punched-card system in- 
stalled by Remington Rand is de 
signed to handle such peak loads and 
is also extremely flexible. The com- 
bined punched-card equipment and the 
axle-counting apparatus will enable 
the highway to carry a smooth flow 
of traffic with all data automatically 
recorded and checked. 


Architect Firm Changes Name 
The architectural firm of Leonard 
Schultze and Associates is now con 
ducting business under the name of 
Lloyd Morgan and Eugene V. Meroni, 
Ann M. Maisch is the company’s exe- 
cutive. Mr. Schultze died last August. 
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MODELS 
Portable Jumbo (Upright) 
i} Deluxe Efficiency Storage 
Twin DeLuxe Efficiency Combination 
File-All Wall Frame 


PROTECT YOUR STENCILS AND OFFSET 
PLATES IN ATLAS VERTICAL FILES 


ATLAS DELUXE MODEL 


For 300 offset plates, blueprints, 
xray films or 500 stencils the De- 
Luxe is one of the many vertical 
filing cabinets manufactured by 
Atlas. Constructed of heavy gauge 
steel with ball bearing casters, 
locking stop-arms, piano hinge and 
separate hanger frame. Available 
in three sizes to accommodate the 
three widths of Atlas hangers. May 
be equipped with DSH, SH series, 
PSC series or GRIPDEX series 
hangers. 


ATLAS HANGERS 


Four series of Atlas hangers fill every 
vertical filling need. 

DSH Hangers for stencils. 

SH Hangers for offset plates. 

PSC Hangers for x-ray films, blueprints, 
stencils in file folders, etc. 

GRIPDEX Hangers for group and spe- 
cialty filing. 


WRITE FOR ILLUSTRATED LITERATURE 
ON THE COMPLETE LINE 


ATLAS STENCIL FILES CORP. 


1662 EAST 118th STRRET CLEVELAND 6, OHIO 


1952 


... use EVANS 
GATHERING RACKS 


Daily in thousands of offices, Evans 
GATHERING RACKS are proving money 
and time savers in assembling pages of 
bulletins, in sorting or classifying out- 
going or incoming papers. 

Of all aluminum, each section holds up 
to 500 sheets of any size at inclined 
angle. Worker may stand or sit. One 
average worker easily collates 3,500 sheets 
an hour without fatigue. Racks collapse 
for setting aside. 


PICTURED: 18-Section TU Rack 


at $25.00. 
7 other Models, $11.00 to $16.50. 


See Your Dealer of Write: Evans Specialty Co., Inc., 417 N. Munford St., 
Richmond 20. Va. 


Guaranteed 


to produce quicker 
and more accurate 
results than any 
other collating aid 
on the markie 


ee ON 


EVERY OFFICE NEEDS THIS HANDSOME 


Combination Utility and 


. TELEPHONE 


This attractive stand will prove use- 
ful os well as decorative. Has handy 
open shelf for phone directories, plus 
roomy closed cabinet equipped with 
Yale lock. 

Sturdily constructed of furniture- 
gouge steel, 18” wide by 12” deep 
by 30” high, some as desk height. 
Permanent boaked-on enamel finish 
in Office Gray, Green, or Walnut 
Grain. Flush door with rounded cor- 
ners provides neatness and safety— 
eliminates snagging clothes. 


@ CONVENIENT DESK HEIGHT 
@ ALL-STEEL CONSTRUCTION 
@ CHOICE OF POPULAR FINISH 
@ YALE LOCK WITH TWO KEYS 
@ BRASS FINISH DOOR HANDLE 
Mode by the Manufacturer 
of the Well-Known 
VANGUARD 
STEEL TRANSFER FILES 


OFFICE MANAGEMENT AND EQUIPMENT 


EXECUTEVE furni- 
ture is made for those 
who appreciate the 
ultimate in fine qual- 
ity, efficiency, and 
beauty in office fur- 
nishings. Write us for 


name of your nearest 


AUIY 
Joe epAssED 


EXEEUTIVE 
FURREPMRE. vc. 


dealer. 


P.O. BOX 1048 — OKLAHOMA CITY, OKLA. 


con for Work Jam 
7 Ugguavated by teute 
Or each e 
¢ ae ShOAgE oy Offwce tap: 
~ : et | 
inet % * ’ 5" ei. oe : ‘ .* s BN uy eS 
e ela- | a ? ua : em }? Ae; 2 
: Mary.  — eu ? ly egy 
one ll A . e P j % : ; a 7 # fj 
nd the 1. SS sya s 7 - j St / 4 
Sic Sn NARA 
; ae 6664 VVVVV 
es = ee 
ee 
ae ] , 
a — | 
en | Po . 
: : ; a aa 4 = : a iT i 4 | ewe : | 
3 : ae <1) : 4 re (uum hy 
a j ae BS ai. . i ‘ aE . \ 
ae | ss a 
- —_ = QUALITY 4 
es = «iii oe, << ae ; GUARANTEED | 
2 Bie = = 
ge EFFICIENCY 
ie | ie PROVEN . j 
i & ; ; 
: | . a | ; 
| —_ a 
) WEST JACKSON BOULEVARD « CHICAGO 4 rue | a re | 4 
mm | May, 1952 a 97 | 


No USE 
LOOKING 
OSCAR ,,..YOu 
CAM'T SEF my 
PAYCHECK 
ROUGH THIS 


PAYCHECK "OUTLOOK" ENVELOPES 


Eliminate the time required for addressing, also chances of 
making errors. 


Paycheck “Outlook” Envelopes are absolutely opaque; essen- 
tial when wages are paid by check. Nothing shows but the 
employee’s name. This improves personnel relations. 


THE N—you'll want to use “Outlook” envelopes for other 

purposes. All sizes and styles, with your choice of either 
glassine or cellulose transparency. 

AIRITE TODAT! 


Write for samples and prices. 


Originators ef “Outlook” Envelopes. Est, 1902 


STORAGE FILES” 


MAKE THE COST AND WEIGHT 
OF STEEL UNNECESSARY 


Convoy Chem-board Storage 
Files weigh little over half as 
much as steel files... are priced 
in the corrugated paper board 
Tange — with serviceability in 
the steel range . . . take less 
than 10% more space than steel 
files . . . can be stacked to the 
ceiling without supports... 
mate together top-to-bottom 
and lock together side-to-side 
... have wax-like texture that © 
makes drawers slide easily . . . 
are shipped assembled for easy 
installation without tools .. . 
are water resistant — moisture 
will not weaken them. 


(*) Chem-board is the product of Convoy’s exclusive chemical 
impregnation process that hardens the raw corrugated paper 
board and thoroughly binds the fibers. It is widely used to 
replace steel and wood industrial tote boxes. 


145 pound 


—or 200 p ds and 
more—are the same to the stand- 
ard letter file drawer in this 
unusual strength test! 


You'll like Convoy quality and 

economy. Write today for de- CONVOY 

scriptive folder and — on . boardf, 

14 standard sizes; and details 

about our dealer franchise. STORAGE FILES 
CONVOY, INC. @ P. ©. Station B, Box, 216-D, Canton, Ohio 


CLASSIFIED ADVERTISING 


Rates are 15¢ a word. Minimum charge $3.00. Payable 
in advance. Address replies to all Box Number ads ¢/» 
OFFICE MANAGEMENT & EQUIPMENT, 212 Fifth Ave, 
New York 10, N. Y. 
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For Sale or To Buy 


WANTED—ALL TYPES Office Machines, Filing Equipment Furnitun, 
Kardex, Acme Postindex. Will pay more than trade-in allowances. Wry 
ny Phone CAnal 6-2054. National Office Equipment Co., 487 Broadway, 


WILL SELL CHEAP: List of 5M commercial stationers and office » 
pliance dealers. Also list of app. 6M typewriter and adding machip 
oo. Names not duplicated. The Kraus Co., 48-02 43rd St., Woodsig 


KARDEX, ACME, GLOBE-WERNICKE, Yawman & Erbe, Rand visitk 
cabinets, wood and steel. Addressograph Cabinets and Trays; 
Trays, steel and insulated. Reconditioned first-class. Special prices to deg 
ers. We also buy this equipment. Universal Office Equipment Co. Ine, 
7 Waverly Place, New York 3, N. Y. 


FOR SALE: Leather sofas, chairs at factory prices. Leather furnitun 
repairs our specialty. Murray Hill Upholsterers, 862 Sixth Ave., Ney 
York City, LExington 2-4030. 


ADDRESSOGRAPH, ELLIOT, PITNEY-BOWES Mailing Maching 
Varitypers. Big Savings. Rebuilt, warranted. Your idle etc., equipment 
is worth more than the trade-in allowance. The Adamm Co., 250 in 
Ave., N. Y. 10, N. Y. OR7-8765. 


EVERY TYPEWRITER NEED THESE Long life typewriter ribbon 
$6.00 doz. assorted. Revivo platen rejuvenator triples life of typewriter 
— $1.00. A A A Sales Co., 1605 Central Ave., Far Rock 


rollers. 
away, 


Positions Wanted 


EXECUTIVE ASSISTANT to a busy executive A good right hand 
Able to assume heavy responsibility in various business administration, 
management, sales, promotion, purchasing, office & technical personnel, 
liaison, advertising and public relations. Until recently Assistant to the 
ge of an engineering firm. Salary $6,000. New Jersey preferred 

-M. 124. 


Representatives Wanted 


SELL New Type Bakelite Name Plates and Desk Signs. Profitable side 
line for reliable salesman covering offices, office supply companies, hard- 
ware stores, manufacturing establishments. Also sells for use in homes 
and apartments. Attractive white engraving on black bakelite. Weather 
resistant, durable. Low prices make quick sales. (Name plate 5” x 2” 
%” sells for only $1.98—desk sign 5” x 2” sells for only $3.50). Gem 
erous commission—free sample kit—no stock to buy—fast delivery on 
orders. Territories protected. Mention business reference. Write Dept. 0, 
New Hampshire Engraving Co., 371 Union Ave., Laconia, N. H. 


INFORMATION SERVICE 
FREE 
TO SUBSCRIBERS 


The Subscribers’ Information Department will 
supply you with any information you require re 
garding the source of supply of any office equip- 
ment, systems, services or supplies. 


Write us whenever you are interested in learn- 
ing the source of any particular office service, 
article or brand name and we will endeavor to 
promptly advise you where it can be located. 


OFFICE MANAGEMENT 
& EQUIPMENT 


The Magazine for Office Executives 
212 FIFTH AVENUE NEW YORK 10, N. Y. 
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odd Co. Announces New Form-Master Board 


A new type of Form-Master board for one-write posting 
pf payrolls, accounts payable and accounts receivable has 
been announced by the Todd Co., 1150 University Ave., 
Rochester, N. Y. 

The new board features a single, convenient posting 
position for all entries. The payroll summary or journal 
sheet is moved into this position, entry by entry, by finger- 
tip touch on a control bar. This control bar carrying the 
sheet clicks into perfect alignment through a series of 
automatic stops. 

The new Form-Master is available in two sizes, Model 
67 measuring 16 inches by 14% inches and weighing less 


‘Ethan three pounds; and Model 68, measuring 21 inches by 


2 inches and weighing four pounds, six ounces. Both are 
finished in soft green and grey to eliminate glare and eye- 
strain. 


New Ball Pen Ink Developed 


The Flo-Ball Pen Corp., 16 E. 40th St., New York, has 
introduced a new, quickdrying ball pen ink called “Mag- 
Ink.” It is designed to dry in a matter of seconds, so that 
it cannot be smudged or smeared, and it cannot be trans- 
ferred. “Mag-Ink” will not leak through the point of the 
pen and if it gets on clothing through careless use, it can 
be washed out with any household detergent. 


New Manifold Carbon Sheet Developed 


The Kee Lox Mfg. Co., Rochester 1, N. Y., has perfected 
anew type of carbon sheet for those who require many 
manifolds at one writing. Previously, carbon that would 
make many manifolds would smear and give unsatisfactory 
rollmarks. The new carbon is designed to eliminate this, 
and if Manifold tissue is used, twenty copies can be made 
on any standard or electric machine. 


Ready-Made Templates Ease Office Planning 

Neat, ready-made templates designed to eliminate the 
need for drawing and redrawing office layouts have been 
introduced by Chart-Pak, Inc., 104 Lincoln Ave., Stamford, 
Conn. Pre-cut, self-adhering patterns of desks, chairs, files 
and partitions, scaled at ™%4-inch to the foot, can be quickly 
arranged into a draftsman-like plan. Changes can be made 
without recopying the whole layout. 

Among Chart-Pak’s template materials is thin black 
acetate fiber tape, used to represent interior walls or parti- 
tions. Printed tape is available to indicate doors and win- 
dows. 

The tapes and templates may be applied directly to blue- 
prints or other surfaces, or to specially marked laminated 
plastic boards manufactured by Chart-Pak. The layout 
may be photographed when on these special boards, and it 
is possible to use them over and over for new plans with 
no ink marks or mucilage to remove. 


A Time-Saving "DUX" On Every Desk 


Precision 
Pencil Sharpeners 
speedily sharpens: 
Fat pencils, slim pen- 
cils, soft leads, hard 


leads. Repoints cray- 
ons and chalks. 


Available at all leading 
Office Supply & Station- 
ery Stores. 


Exclusive Distributor 
Fred Baumgarten 


675 Cooledge Ave. 
Atlanta 6, Georgia 


soRT()-FILE 


SAVES 20% TO 60% TIME 
30 Models. Systems Sorting Service 


THOUSANDS IN USE For fast hand-sorting of cards, 


checks, letters, invoices, orders, 
@) business forms or public docu- 
ments. We make all types from 
tiny desk models to shuttle-carri- 
age machines. Write for illustrated 
ates circulars. 
Yeu'we Alvoy: Wented Representatives everywhere. 
Associated Industrial Designers 


P.O. Box 12562, Los Angeles 39, California 
Plant: 1248 East Sixth Street 


Are Your Guide Tabs 
BROKEN D? cae tnem ot ana 


Unbreakable Substitute with 
Spring Jaws 
clamp them firm- 
ly to cards but 
permit removal or 

rearrangement, 
Large openings covered by transparent 
pyroxylin, white, blue, green, yellow, 
SF 5 perforated strips for typing 
nsertable labels in ‘ora or . 
2 Sizes, 1 in. wide, and 2 in. Tops veraight or bent back. 
Sold by leading stationers, U. S. and foreign, or sent post- 
paid to responsible firms on 30 days’ trial. Price list free. 
Lp pe (5 or less) 2 cents each. 
102.325 used by Sears, Roebuck & Co. 


CHAS. S. SMITH, Manufacturer, Box 820, EXETER, NEBR. 


REDUCE TYPING COSTS 
MASTER 


SPEED KEYS 


Faster-Easier-Better Typing 


Up to 20% more work can be pro- 
duced through the installation of 
Speed Keys on office machines. 
Typists and stenographers like them 
for these spring keys cushion the 
fingers, accelerate typebars, and lighten machine action. Speed 
Key users type faster with less fatigue and fewer mistakes. !m- 
prove office efficiency and morale; purchase Speed Keys for all 
machines in the office. 

See your typewriter or office supply dealer or send direct for a 
FREE ONE WEEK TRIAL. 


SPEED KEY CORPORATION *treative ss. n.¥- 


SALESMEN 
eat «19521890 


Different? — Yes — but 
exactly alike in their 
dependence upon 


BEACH'S 
“COMMON SENSE” 
EXPENSE BOOKS 


to keep track of their 
traveling expenses. 


7338 Woodward Ave. 
Detroit 2, Mich. 
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SD 
for office chairs if you 


Easier-swiveling, due to 
exclusive, two-level, ball- 
bearing construction. 
Finest made. Soft rub- 
ber-tread or solid compo- 
sition wheels. Types for 
all office chairs. 


Bassick “Diamond-Arrows” 


They're worth keeping after! Though today’s shortages have 
made Bassick Casters scarce, the situation is improving. 

These nationally-advertised favorites are still first in cus- 
tomer preference, and satisfaction! THE Bassick CoMPANy, 

Bridgeport 2, Conn. In Canada: Belleville, Ont. 


Bassick 


A DIVISION OF 


MAKING MORE KINDS OF CASTERS... MAKING CASTERS DO MORE 
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Why I gave the largest order to Bill 


yg Fee Visiting Bill's company for the firsttime, I was impressed by his office. There was 
vie, ine, “| am air of organization. The place radiated quiet efficiency. He had the figures 


n Co. a we needed right at his fingertips. I could tell . . . just by looking at his desk... If beep Ms mee 
: Serica that the big things would ‘get done because the little things were efficiently cuienadt “4 an 
ng Co, : handled. layed, you may be 
nas 4&1 Itadded up to a clear picture of the kind of man I wanted to do business with. pei apes ra 
--: #1) That's why I put the largest order on Bill's desk. problem as quickly 
ng Agency as steel shortage 
head Co, id x * permits. 


a 4} Yond E” makes office equipment that’s such an important part of this picture. 
, Ads. 1 Sit down in the visitor's chair in your own office. Would your desk and office 
© As? invite the largest order? 

“Y and E” equipment is both attractive and efficient. It helps the executive sell 
it Co. himself .. . get the order . . . get things done. 


"Y and E” equipment is designed for success. 


Mfg. 
“a _ | MARK OF SUCCESS F i) Also Makers of Quality Filing Systems and Supplies | 
4 LC WS fe 
oon 

; YAWMAN «n> FRBE MFG... 
195 


1045 JAY STREET + ROCHESTER 3,N.Y., U.S.A. 
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Change to UNDERWOOD CORPORATION . 
Hecto Sets and Hecto Carbons... | 
they're Overcoted and Finger-proof 


You can’t blame girls for complaining when 

hands and clothes get stained from hectograph 

carbon . .. especially when they know it’s 

so needless now. ie 

Underwood Corporation has put an end to In addition: 

this nuisance of stains and smudges. Underwood Corporation Hecto Master Sets 
The new Overcoted Master Sets are finger-proof | and Hectograph Carbon Papers give sharper 
and stainless. They eliminate stained hands masters, more and better reproductions. 

and clothing, avoid need for special stain- There are no typewriter feed roll smudges . . . 
removing soaps and cleaners. you have uniform intensity of type characters. 
Change to Underwood Corporation Masters! “Summerized,” too! Even on the hottest, most 


That’s the easy way to overcome employee humid days, reproductions are sharp, crisp— 
reluctance to use hectograph carbon. and, of course, free from stains! 


Prove it FREE. Just ask on your letterhead for free samples. The Key 
lease specify purple, black, or blue. to Better Impressions 


ex | ¥ 

- pool and clothing: e ~ ‘ : 

= . —thes® ; ~ 

‘ ringer-pront 0 Ij: | 

ie e wastel sets Kee? : : 

a: Ee y fF 2 . me 

a iS a a — oe “ 

J =f cw wa. 

} ws mC: ore ¥ SS “A 

s" SS 7 NG B 3 ie ji 

oe a i, i, 4 _ Sli 

Spt ae 

o 38 S 

«€ 4 

— : 
‘os rie) = a a Saye 3 -— cae. thee. ao : - 3 a aw tl 


0 ag 


Het 


2 


& 
s 


SE ed * t zc 
‘ae a 5 A ns, 2 = oa ziks 
acs ee Y is ea , — dl Pp els ge , i — 
fae 7 Md ) oil <4 2 ae a ‘i tl lt Be ht Be i Cait 
«OF - haa Al, a a eae F ; : “ii shite ieee. ie 
ie jane: ‘ aa Dy) ee , ae eee a. oh ea pe fs eal 
q : i aN a Zee oe ely ie . ee f x < Bae is its ee 
rn ae lL ee i Bae : eo 
a aa est el ae Pana ‘i ae ee } oR ae rh Le q 
; i ; gee ; fi ‘alg a : joa Beale a cs Ae a 
: 4 = iy ) =e oe prea!) ; a fi 4 ie: Fes a’ or a a 
- : j a am ae a ah — oe be F a 
4 has a ae is a , A 7 a a 4 ¥ BE a } ion vie ' : 
ae a Seon: 2 qpueal he. Pt See za C - i = Ey a 
3 ‘ . | ee aa Poe all iz = a 2 2 a °) oe i: ‘ 
‘ fi q maghaaes'\ Se aa ie ees eS a. aa @ ce: Se aca. i 
ine: f : Pde Z a Ne Gow : a a ee a, be a E. fi 4 
: 4 ee ee ae perk noe Be ug ed ae . 2a <a < Ties : ; 
ae ES = a i i Tah ie re , it en Pe Aa i fe Ba § 
7 he, fe i fy ae I ae ie Ae ial * Fr ae eee a a yc : 
- a, ~~. 2 a | ) 
- ae ‘utes q ae (ae atte i ee OT | ca .. baru set z 
7 eh et i 2 ee ie a F ‘ . we a Nig pre 2 
‘ en Rails F e, ; a oe ee es ie . ‘ £ PY, i . j 4 g 
. ‘ eee, j a — —_ «a it - oa a : 
' - ‘s & Ries ei: ae ; Oe eed “a j ae & > Ae : 
: ‘ ai r oe aa “ a = a . a i | ey . = 2 By : es Zn 4 # 
oe | Pe Be rik ee a are F a. 4 ‘ 
x % ing Bs a4 bea) Abs : rae B Bi Ver: a 2 Es : 
: ; i a ‘ee ‘ee hae eo) Tea a i va: Buses 5 
t hy ae <a Bee ou ia Late; ca a ; ba ‘ te ‘ ed : 
th - ee eet la Seas fois Seals “ ion i oa por ig ; ot #, 
4 OS es a a Sere 2G ar as eet 
: s os a Hay a ee ee an a aay ae aes hg : ; 
‘ 4 : a — : : = aS Fi cae : e ce A) pe 5 er * 
7 ai a — a aes. ae i Ris y 
; coo 4 2 ia ao Nemeate O ae ae ee j mw 
pans ie a i Oe a re Si Ma |) a ag Bi) a 
OR a = aa i ae Pr ae ae 
eee 2 a 4 ee ey % aimee “ ee iE 3 P: a Be: F 
eave ee 7 ae sn PS Pac an ee > 
: Rak: a 7 a ae alge. Ai. a ae aay a 7 a? a = 
i‘ rs id ee ie le t * lies ae sity? ‘ ie ee. HF fo . 
; 7 I = ig Pe ee Pa ke or a ey : i. ae 4g ; i 
on gd % j i - ; Nie: : pie : a ts Sete | ae eee : a 
Pao 4 — _ ar cae bg ee wae. ol. 2 ok % . om t ‘ i} 
- sa ee ae ae 4 eh q FY Tae | aoe ee eo ; ! j 
- a F ry eh - an ee eee ag 
ede rrr 4 . Bae oe 1, in i fee ; — 6) le ae : : 
* s 4 J : ae a, Ps. f t eal . § id ; a =) ard ; Poa 
: Pa : Ge ne ae my a 4 Eu 2 : ro j Se ae j ” 
, a F . # ie : ee ae ke | a or aes aaa ee , 
fp ; 2 i wy f. ae * a he Lee an a eer ‘e ; 
= 2a ; i Ve ain in: rt oe 2 7 oo 
: a: i a i i mau Ne = ‘/? an ¥ a ea a 
tds eS ae am eA | a ik a me ae ae a Bi tg 
gee ere = a: hi, i eo oa, eae eee ag a . ae 
eh gig ae ik i | a ae ae = os Seville, ‘Yale ae emi a 
g ie %; oF aie p | 5 : rs uu . i oie - fi P ei . 4 
‘ q 7 " - ie oe ee ‘a, 2 a 2 im = q 
ji 7 fi * i <7 Bony J ™ Be es ae i é 4) ia PNG: Nie : a 7 SS a mv 
<j : Bo. ce ms ~, xt ait ae i _ | Veta 4 B8 F- 
v is ie [ es om a - an ; img { : Mela" Se aa . Ld : 
i . = = Yee , 7s. ek’: a : es an : cape cena ; 
| - =. ae ae lO i 
' i Ne. ee, Sr sai ie ea ‘Sk eee 
“ i : "S.. eas ‘Se ae 3) ec 1 ay Wel | 5 
; Py: ee — Se ee =) [ae aa. Tas PauTa) pth Ji ean a : 
i iit AS ee oe. a eee aia Pied E-4 ee oon. ean a 
oe Ree ee P ae a i Regn ise 2 id Be ‘ Lapeer! 
* a aa STE ie tek eee ie Bet ve a es 
; a 7 ceil ot! Sot a = Te fk AL i ty’ : 2 
. 3 Bs. oa ah ee Ror Nome vert i eae Ber, Seay ri 3 fe. ee ae : e a 
a ii eat Ae a vee P Sree oh ar > ' : 
I a. i, ites un Meee Pes: er sk a eee pores. iu ‘ : 
é Peis ; = ry na oh ee P ne Joa pee aes its : 
i cree aes x a eles ie S a ae # ee a pny - au ; 
ei : 4 S : . ime 4 ad oe ES Be oe ‘i a = Bu of — ie at i Pit 
‘ iE . ES s * ee Joe), - ae Bots ere ames E r Pune At ; % 
_— % lll * | | lees : vs i Me, ae Pe ; i es ci #y 3 
? 2 af ai es he ic ae aust —— '/- i ae ss a i 
g M x = i Batic io We: ue! : ee an ee iE el — ‘ ne 
; is =i, a Fey, he * a _ 4 Bae er: ee 
1 a 7 . eg cei: R ‘i " 7) abt} i see ie ie ae 1 : 
tas - ain i ~~" = > 2 a cre 
< Ret ~ aay as _ ea t 3 mre te d i , + aes = = 2 Kt i j F 
ay =) dca a7 <) Shae ee a 4 “ : i ( ey cee : Eee 
me 5) ee ral ee P , 5 Bee & vu ies eae q ‘adr 
; pre , oe ae ie st — | a ; se, “ey My * ae a ; 
_ € i eae pr ie hg : a0 
7 . Sia) id - i Sane are, a Bis: ie? ata aD a 
tow cela oo ee! ae fe Ge foe a ee 
a § es “Su a Le i 7 ae ' ie Apes ’ ert gh 
r 4 a —_ ie ey es 1 ce “ces ie a 
( is = a ‘ - | ET) eee ss ey eer ; ss a Pm F * ion 
. ie oe Zl aa rie - = q os = i . = 4 4 F; | a ? a 
mae me ea ae Pte 4 , i ’ 2 & 
: cg if ; a Se : Re ee =a .. et i & ; sight a 
se — 7 re 4 Gv SEZ Be ee? eae a) ae ae a t re " 6 i. ‘ a 
a ie JSS ee j ey. ate ae a. Se. > } “s eee Se 
a . 3 ae 3 ae faa ee eS ne ee <i el} ey: : r am 
i aie a: ae =H ape - hae a ice ae eur ; 
Fe) i es: a a Pa f - ie ia) Sy +f, oy Bee, Saat : el "tal 
: aL a ati ir 8 ‘ ee ee Bs oy a ee voy Pate 34: oa 4g =¥ ~ oa ¥ i 
7 oak b. ay a Be le => Ws iz . hoe 2 q “Til 2 ron - TAL im ‘Z 
F a 7 ‘ a eet. | oe) > 2 een ss pee ead +: eee: | ee ee F . 
Sess » - co. ss oe ais } Le areas i eas ‘ “ee 

. ae ‘ ; - ies oe a eet “a ical teh) ae > ee} 

Ee ip { , = ae g i ay eee ahs Se. Si ie . 7 Si 

. " 3 ' _ a i ay hj re : hes Ly 20 e : wal 

: 7 iy j i — ita 4, ie e & ee 7. é 

f ; 4 5 4 i ‘ beet ' ew 3 Bai i a ee ea: at Se 
ate 4 a’ Bg : 4 i Ee ee ee Tete, : : : 
de “a . 2 Sat ae. - ee beac | f Aa 4 ; ae cae ei a ae 
e wate e E i” : > Z r ‘ig ‘ j ] Bey oa ‘Flos Sie cae 
; a he ei re ries ae est ae ee ae ee ef ee 
-. - —————— Se faa. = a. 
: om re Zi ee get ay, ; oe : on : - ; ei”? 
; iM oe Pe ab a : ‘gael cx a ray " ts Coo " ee 3 . Benes) 
: ; oem ge lige : os ee ae a Ly 7 ie 4 r= 
glee ies “Og : eee ae = See jo a | a Bests 
‘ 4 * . “te. 3 4 5 j i —— Bk re . Sd ee ; Hic 
. rl ee oe ‘iia: ile : =i) \ igs ge KF CaN 
sai 2 2 E- ip, 1 q if es Bi 3 =A ae wel. ae he rae eee eee = 
“he ei ee a : "aes i a 2 ‘pate ” % “h, a ae ; 
¥* ee Ve » a : Pt . a E: el 7 Ne ae j 
“e ae et Pret % © bi es 4 gt —_ te = i) ee ae apt I 
. ae? > Le | | : wee 
tay Og aa . eae aE a , a ae ane | ae 7 4 
us 7 Sr a + i i ob) ae a f : : sieht : Pex) aria Ae, a 
a SAG ye oe eo ae .s | [es as! Pe bagi: ae tee i ae ae 
eee a ee el ee + ‘ ane ap oat mei ‘ : ; 
7 : ae RE ee = baer ti Ate. yaa") ee 
q a 7 i . iva 4 . 2 ee ae ae a. Pains ’ a ee ieee) a a - 

7 col = 3 ‘a ee an ss Pa foe ae ie : a i 7 : c é aie. 

= : — ; eS =| f . oe 4 Nes ‘ _ ee ii 4 : 

i % — 24a a - a =z + a. ae ; 

a) ; 3 i ne “— ei: Se: a ae Pate (Ne ; “ : 
~ ; ; rr a oy se — — : : i itis i: | 
a b : Ae eS = ie be <i ae i mek ‘ = 
- ot . eo i. Pi is : at be : 6 coe a : a 4 
s } f | RRR SO eae ae 7 F ‘ t | ee pe cae (at a § 7 
j a: i ee gee: ; as * +5 Bet. 7 : : al hall i g! ae = : 

an 4 Eig BEng Neer ; e oe ae | Z Pe ee : _ 
~ Zz Ss es. ee oe .- ae  . 
ee = ys . ee eas 8 ener ee Se Ca ae Fuse ete a 
e a pee oe “oeley : if ee 2 : Mae ts Ay J 5 
a ae auete wi a Bie! zs E, : ieee | o bis 
re Re * BS = at baie eS ‘ ee i yi 4 We . 
ear nl ‘ : a Lid Te 7 y ews ea ee z Bae 8 re Pa cea eke - gt i : 
a.” 2 ae) cae eke a j a | - iF 3 jak) ae eee ae ae 
a ‘. lita a, Bei oe es pine el Tee 3 ' 


